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What’s New in 
Microsoft Windows XP 


new for 


You'll notice some changes as soon as you start Microsoft Windows XP. The desktop 
background, Start menu, and taskbar have a new look. But the features that are new 
or greatly improved in this version of Windows go beyond just changes in appear- 
ance. Some changes won't be apparent to you until you start using the program. 


Windows XP comes in three editions: 


E Windows XP Professional is designed for businesses of all sizes, and in 
some cases may be appropriate for home use, if you have a networked envi- 
ronment within your home. You can upgrade to Windows XP Professional 
from Microsoft Windows NT Workstation or Microsoft Windows 2000 Profes- 
sional. 


E Windows XP Home Edition is designed for home computers that are not 
operating within a network domain. (Windows XP Home Edition computers 
can be included in a network, but not under a domain controller.) Windows 
XP Home Edition is designed as the upgrade from Microsoft Windows 98 or 
Microsoft Windows Millennium (Windows Me). Windows XP Home Edition 
includes great new features that make it easy to work (and play) with the 
multimedia and Internet capabilities of your computer. 


E = Windows XP 64-Bit Edition will run only on specific types of computers 
that support 64-bit computing. These computers are designed for specialized 
work that requires a lot of memory, such as high-level graphic and multi- 
media design. This book does not cover the Windows XP 64-Bit Edition. 


The exercises in this book cover the features of Windows XP that you are most likely 
to need and assume that you have administrative privileges on your computer. 
Unless an exercise is specifically for Windows XP Home Edition, screenshots depict 
the Windows XP Professional user interface. 


To help you quickly identify features that are new or greatly enhanced with this ver- 
sion, this book uses the New for Windows XP icon in the margin whenever those 
features are discussed or shown. If you want to learn about only the new features of 
the program, you can skim through the book, reading the topics that show the New 
for Windows XP icon. 


The table on the next page lists the new features that we think you'll be interested in, 
as well as the chapters in which those features are discussed. 
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SS o 


To learn about this new feature 


See 


Automatic Updates 


Chapter 1, page 4 


CD Burning 


Chapter 4, page 82 


Compressed (Zip) Folders 


Text to Speech: Speech Recognition 


Chapter 5, page 113 


Desktop Cleanup Wizard 


Fast User Switching for Multiple Users of a Computer 


Fax Service 


Chapter 6, page 148; 
Chapter 6, page 153 


Chapter 2, page 37 


Chapter 1, page 5 
Chapter 3, page 57 


Chapter 4, page 78 


International Options 


Chapter 6, page 141 


Internet (Online) Photo Ordering 


Chapter 9, page 241 


Internet Connection Firewall 


Chapter 7, page 164 


Internet Connection Sharing 


Internet: New Connection Wizard 


Media Folders (My Music, My Pictures) 


MSN Explorer Service 


My Pictures Screen Saver 
Printing: Photo Printing Wizard 


Remote Assistance 


Scanner and Camera Wizard 


Search Companion Integration 


Start Menu 


Theme Improvements 


Visual Styles: Improved Corisumer/Professional “Look 


and Feel” 


Welcome Screen 


Windows Media Player 8 


Windows Movie Maker 


Chapter 7, page 164 
Chapter 7, page 158 


Chapter 5, page 92 

Chapter 9, page 220 
Chapter 6, page 133 
Chapter 9, page 241 


Chapter 1, page 4 
Chapter 10, page 271 


Chapter 4, page 78 


Chapter 1, page 3 
Chapter 5, page 122 


Chapter 2, page 20 


Chapter 6, page 128 


Chapter 1, page 2 


Chapter 1, page 10 


Chapter 9, page 226 


Chapter 9, page 228 


For additional information on these and other new features, consult the Windows XP 
Help and Support Center. 


For more information about Windows XP, see www.microsoft.com/windows/. 
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Getting Help 


Every effort has been made to ensure the accuracy of this book and the contents of 
its CD-ROM. If you do run into problems, please contact the appropriate source for 
help and assistance: 


Getting Help with This Book and Its CD-ROM 


If your question or issue concerns the content of this book or its companion CD-ROM, 
please first search the online Microsoft Knowledge Base, which provides support infor- 
mation for known errors in or corrections to this book, at the following Web site: 


mspress.microsoft.com/support/search btm 


If you do not find your answer at the online Knowledge Base, send your comments 
or questions to Microsoft Press Technical Support at: 


mspinput@microsoft.com 
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If your question is about a Microsoft software product, including Windows XP, and 
not about the content of this Microsoft Press book, please search the Microsoft 
Knowledge Base at: 


support.microsoft.com/directory/ 


In the United States, Microsoft software product support issues not covered by the 
Microsoft Knowledge Base are addressed by Microsoft Product Support Services. The 
Microsoft software support options available from Microsoft Product Support Services 
are listed at: 


support.microsoft.com/directory/ 


Outside the United States, for support information specific to your location, please 
refer to the Worldwide Support menu on the Microsoft Product Support Services Web 
site for the site specific to your country: 


support.microsoft.com/directory/ 


 , 
Using the Book’s CD-ROM 


The CD-ROM inside the back cover of this book contains all the practice files you'll 
use as you work through the exercises in this book. By using practice files, you won't 
Waste time creating samples files and folders—instead, you can jump right in and 
concentrate on learning how to use Microsoft Windows XP. 


impor 


Minimum System Requirements 


To use this book, your computer should meet the following requirements: 


Computer/Processor 
Computer with a Pentium 133-megahertz (MHz) or higher processor 


Memory 
64 MB of RAM 


Hard Disk 
Hard disk space requirements will vary depending on configuration; custom installa- 
tion choices may require more or less hard disk space. 


245 MB of available hard disk space with 115 MB on the hard disk where the operat- 
ing system is installed. 


Operating System 
Microsoft Windows XP Professional or Microsoft Windows XP Home Edition 


Drive 
CD-ROM drive 
Floppy disk drive 


Display 
Super VGA (800 x 600) or higher-resolution monitor with 256 colors 


Required Peripheral Devices 
Microsoft Mouse, Microsoft IntelliMouse, or compatible pointing device 


Optional Peripheral Devices 
Scanner Printer Speakers 
Camera External storage device Microphone 


Optional Applications 
Microsoft Office XP 
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Installing the Practice Files 


You need to install the practice files on your hard disk before you use them in the 
chapters’ exercises. Follow these steps to prepare the CD’s files for your use: 


1 insert the CD-ROM into the CD-ROM drive of your computer. 


A menu screen appears. 


2 Click Install Practice Files. 
3 Click OK in the initial message box. 


4 —|f you want to install the practice files to a location other than the default 
folder (C:\SBS\WindowsxXP), click the Change Folder button, select the new 
drive and path, and then click OK. 


5 Click the Continue button to install the selected practice files. 


6 After the practice files have been installed, click OK. 
Within the installation folder are subfolders for each chapter in the book. 
7 Click Exit, and then remove the CD-ROM from the CD-ROM drive. 


Copying Practice Files 


If an exercise instructs you to copy files from the practice folders to your desktop, fol- 
low these steps: 


1 = Click the Start button, and then click My Computer. 


2 In the My Computer window, browse to the folder that contains the practice 
files for that exercise. 


3 Hold down the [en] key, click each of the specified files until you’ve selected 
them all, and release the [e] key. 


4 Press [e]+(C] to copy the files to the clipboard. 
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5 Right-click a blank spot on the taskbar, and click Show the Desktop. 
6 Press (]+[V] to paste the files to the desktop. 


Using the Practice Files 


Each chapter’s introduction lists the folders where you will find the files that are 
needed for that chapter. Each topic in the chapter explains how and when to use any 
practice files. The file or files that you'll need are indicated in the margin at the begin- 
ning of the procedure above the CD icon, like this: 


FileName 


The following table lists the folders that contain each chapter’s practice files. 


Chapter Folder Name Subfolder Name 
Chapter 1: Getting Started with Windows XP 


Chapter 2: Working Efficiently in Windows XP Working Shortcuts 
Arranging 
Cleaning 
Chapter 3: Managing Computer Security Computer ProfileHE 
Chapter 4: Adding Hardware and Software Adding Software 
Chapter 5: Working with Files and Folders Structure Views 
Information 
Creating 
Organizing 
Searching 
Chapter 6: Personalizing Windows XP Personalizing Screensaver 
a - . da ty SpeechToText 
Chapter 7: Making Connections Connecting Sharing 
Chapter 8: Communicating with Other People _ 
Chapter 9: Having Fun with Windows XP Playing Playlist 
Photos 
Chapter 10: Solving Problems Solving Backup 
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Uninstalling the Practice Files 


After you finish working through this book, you should uninstall the practice files. 


Tip — — SS 
` If you saved any files outside the SBS\WindowsXP folder, they will not be deleted by 
- the following uninstall process; you will have to manually delete them. 


1 


2 


oo 


Ps) 


On the Windows taskbar, click the Start button, and then click Control 
Panel. 


Click the Add or Remove Programs icon. 


Click Microsoft Windows XP SBS Files, and then click the Change/Remove 
button. 


Click Yes when the confirmation dialog box appears. 


Click the Close button to close the Add or Remove Programs dialog box. 


Conventions and Features 


You can save time when you use this book by understanding how the Step by Step 
series shows special instructions, keys to press, buttons to click, and so on. 


Convention 


Meaning 


Numbered steps guide you through hands-on exercises in each topic. 


A round bullet indicates an exercise that has only one step. 


This icon at the beginning of a chapter indicates the list of folders 
that contain the files that the exercises will use. 


This icon often appears at the beginning of an exercise, preceded by 
a list of the practice files required to complete the exercise. 


This icon indicates a new or greatly improved feature in this version 
of Microsoft Windows XP 


Tip 


Important 


Troubleshooting 


Ee 


This section provides a helpful hint or shortcut that makes working 
through a task easier. 


This section points out information that you need to know to 
complete the procedure. 


This section shows you how to fix a common problem. 


When a button is referenced in a topic, a picture of the button 
appears in the margin area. 


A plus sign (+) between two key names means that you must press 
those keys at the same time. For example, “Press (an]+[t]” means 
that you hold down the [^] key while you press [=]. 


Boldface type 


Biue boldface type 


Red boldface type 


Program features that you click or press are shown in black boldface 
type. 
Terms explained in the glossary are shown in blue boldface type. 


Text that you are supposed to type appears in red boldface type in 
the procedures. 


Italic type 


Folder paths, URLs, and emphasized words appear in Italic type. 
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Chapter 1 
Getting Started 


with Windows XP 


After completing this chapter, you will be able to: 


Y Talk knowledgeably about the Windows XP operating system. 
Y Log on to your computer. 

Y Log off of your computer. 

Y Shut down your computer. 


Microsoft Windows XP is the latest in the line of Windows operating systems. Win- 
dows XP is the successor to Microsoft Windows 2000 and Microsoft Windows Millen- 
nium Edition (Windows Me), and it is the first operating system expressly designed by 
Microsoft to fill the needs of both business and personal users. 


This chapter provides an overview of Windows XP and takes you through the process 
of logging on to a computer that is running either Windows XP Professional or 
Windows XP Home Edition. Whether you are new to Windows or familiar with an 
earlier version, you will find useful information in this chapter. However, many of the 
features introduced with Windows XP run behind the scenes and are not obvious to 
the casual observer, or they are used to set up and maintain (administer) a network. 
We don’t cover these features in this book because most people never have to deal 
with them. 


Tip 
For an explanation of the different editions of the Windows XP operating system and 


how they are addressed in this book, please read “What's New in Microsoft Windows 
XP” at the beginning of this book. 


Unlike most of the exercises in this book, some of the exercises in this chapter are 
specific to Windows XP Home Edition or Windows XP Professional because of differ- 
ences in the procedures for logging on and off and shutting down your computer. 
You can work through the exercises that are designated for the version of Windows 
XP you have installed, and skip the exercises designed for the other version. For all 
the exercises, we assume Windows XP Professional or Windows XP Home Edition is 
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already installed on your computer, and that you know your user name and password 
Gf you need them). 


There are no practice files for this chapter. 


Understanding Windows XP Basics 


The Windows XP operating system provides an easy way for you to work with your 
computer without knowing anything about its inner workings. The operating system 
functions as the brain and nervous system of your computer; it tells your computer 
what to do and how to do it. The operating system interacts with software programs 
installed on your computer and enables your computer to communicate with other 
computers and other types of hardware, such as a printer, scanner, modem, or net- 
work interface card. A Windows-based operating system, such as Windows XP, also 
acts as the interface between you and your computer. You tell your computer what to 
do by means of a graphical user interface (UD that helps you work in an intuitive, 
visual way, such as choosing commands by clicking graphic representations. 


Windows XP is designed to be very reliable and has been visually redesigned to give 
you a personalized, task-focused computing experience. If you are accustomed to the 
traditional Windows user interface, you might at first be somewhat surprised by the 
changes, but the increased capabilities of Windows XP will quickly win you over. 


So what exactly can you expect from your new operating system? First and foremost, 

you can expect a smooth way of carrying out common computer tasks and communi- 
cating with your programs. For those of you who are already somewhat familiar with 

other versions of Windows, here are the Windows XP features that both Professional 

and Home Edition users are most likely to take advantage of: 


ooo user W ‘The operating system’s updated look uses graphics to simplify moving 
interface 


around and completing common tasks. 
new for 


M Its task-focused design and dynamic menus display options specifically asso- 
ciated with the task or file you are working on. 


Upgrading to Windows XP 


You can upgrade your computer’s operating system to Windows XP Home Edition 
from Microsoft Windows 98 or Windows Me. You can upgrade to Windows XP 
Professional from Microsoft Windows NT Workstation or Windows 2000. 


Upgrading to Windows XP should not affect your personal files and settings. How- 
ever, it is always a good policy to back up important files before upgrading. 


Fast User 
Switching 
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The Fast User Switching feature makes it easy for multiple users to share a 
single stand-alone computer without interfering with each other’s programs. 


Redesigned 
Start menu 


new for 
WindowsxP 


Search 
Companion 


new for 


WindowsP 


Album view 
thumbnail 
images and 
photo 
management 


new for 


The redesigned Start menu can be customized by each user so that fre- 
quently used files, folders, and programs are grouped together for easy 
access. 


The Welcome screen can be personalized and secured with a password for 
each person who has an account on the computer. 


The Search Companion feature identifies what kind of help you need and 
retrieves search information relevant to your current task. 


The file management system makes it easy for you to arrange files according 
to your own needs, and provides optional thumbnail images for easy scan- 
ning of folder contents. 


The My Music folder is a place where you can organize and view your music 
files, and create lists of songs (called playlists) to play. 


The My Pictures folder is a specialized place where you can store and orga- 
nize photos, view images as thumbnails or a slideshow, publish pictures to 
the Internet, compress photos so that they are easier to e-mail, order photo 
prints from the Internet, and optimize print settings to make the best use of 
high-quality photo paper. 

The Scanner and Camera Wizard makes it easy to scan single or multiple 
images into one or more image files. 

The Web Publishing Wizard takes you through the process of publishing 
pictures and other files to the Web so that you can share them with other 
people. 

The Network Setup Wizard takes you through the key steps of setting up a 
network, including sharing files, printers, and devices; sharing an Internet 
connection; and configuring an Internet Connection Firewall, which pro- 
tects your computer from intrusion when you are connected to the Internet. 


Internet Connection Sharing makes it easy for multiple computers to share a 
single Internet connection. 
Microsoft Internet Explorer 6, the Web browser that comes with most config- 


urations of Windows XP, includes new and enhanced features that simplify 
your daily Internet tasks while helping you to maintain the privacy of your 


Help and 
Support Center 
new for 


WindowsXP 


Remote 
Assistance 
new for 


WindowsXP 


Automatic 
updates 


new for 


WindowsXP 
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personal information on the Web. (You can choose to install a different 
browser if you want.) 

The Help and Support Center combines features such as Search, Index, and 
Favorites with up-to-the-minute online content, including help from other 
Windows XP users and online support professionals. 


The Remote Assistance feature enables you to share control of your desktop 
with another Windows XP user who can see your screen and control the key- 
board and mouse from his or her computer. 


The Windows Update Web site allows you to easily implement Windows XP 
improvements, including new device drivers and security updates. With your 
permission, updates can be automatically downloaded in the background 
while you are connected to the Internet for another reason. 


Application compatibility improvements enable many programs that don’t 
run on Windows 2000 to run on Windows XP, and you can use the Program 
Compatibility Wizard to run an incompatible program as if it were in an 
earlier version of Windows. 


The System Restore feature enables you to restore a Windows XP computer 
to a previous state without losing personal data or document files. 


Windows Installer helps you install, configure, track, upgrade, and remove 
software programs correctly. 


Multilingual support helps you easily create, read, and edit documents in 
many languages with the English version of Windows XP Professional. 


The Windows XP environment adapts to the way you work, enabling you to 
easily find crucial information and programs. 


Increased virus protection enables you to block the execution of e-mail 
attachments, and your system administrator can remotely manage whether 
certain types of programs are allowed to run on your computer. 
Troubleshooters available through the Help and Support Center help you or 
an administrator configure, optimize, and troubleshoot numerous Windows 
XP Professional functions. 


ClearType triples the horizontal resolution available for text displayed on a 
computer screen, making it crisper and easier to read. 


Up to 4 gigabytes (GB) of RAM and one or two processors can be installed in 
your computer. 

Audio and video conferencing have been improved and now include audio 
and video quality, reduced audio response time, support for new cameras, 
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support for synchronization of video and voice, and support for larger video 
sizes. 

E = Hibernate mode saves the computers memory to the hard disk when power 
is shut down so that when you restore power, all of your applications are 
reopened exactly as you left them. 


E = Peer-to-peer networking support allows you to interact with computers run- 
ning earlier versions of Windows and to share resources such as folders, 
printers, and peripherals. 


E = Most of the situations in which you had to restart your computer in Windows 
NT 4.0, Windows Me, Windows 98, and Microsoft Windows 95 have been 
eliminated, 


Logging On to a Windows XP Professional Computer 
on a Network Domain 


Many computers running Windows XP Professional are connected to a local area 
network (LAN) and are configured as part of a network domain. Others might be 
connected to a LAN but not one that uses a domain, or they might be stand-alone 
computers. This section applies to the first kind of computer. 


The process of starting a computer session is called logging on. To log on to a net- 
work domain, you must have a valid user account, and you must know your user 

account name and password. You must also know the domain name. You can get 
all this information from your network administrator. 


Tip 
Each user account is associated with a user profile that describes the way the 
computer environment looks and operates for that particular user. This information 


includes such things as the color scheme, desktop background, fonts, shortcuts, 
and what you can do on the computer. 


When Windows XP is installed on a computer, an account is created with the 
administrative privileges required to control that particular computer. Someone— 
usually a network administrator—can use that account to create other accounts on 
the computer. These accounts are generally for specific people, and they might have 
more restricted privileges that prevent the account owners from changing some of 
the settings on the computer. 


In this exercise, you will log on to a computer that has Windows XP Professional 
installed and is part of a network domain. 
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Activating Windows XP 


When you upgrade your computer's operating system from Windows NT Workstation 
or Windows 2000 Professional to Windows XP Professional, or from Windows 98 or 
Windows Me to Windows XP Home Edition, or the first time you start a new computer 
on which Windows XP has been installed by the original equipment manufacturer 
(OEM), you are prompted to activate your copy of Windows XP. 


Windows Windows Product Activation is a security measure instituted by Microsoft to help 
RA prevent the distribution and use of unlicensed (or pirated) versions of Windows. 
new for Software piracy is a multi-billion dollar industry that is harmful to software creators 


WindowsXP and software users for these reasons: 
Ms Unllicensed software is ineligible for technical support or product upgrades. 


E Abuse of software licenses can result in financial penalties and legal costs, 
as well as a bad reputation for you or for your company. Individual company 
executives can be held criminally and civilly liable for copyright infringements 
within their organization. 


E Pirated software can contain harmful viruses with the potential to damage 
individual computers or entire networks. 


M ~The counterfeit software manufacturing industry stifles the potential growth 
of the high tech industry and contributes to loss of tax revenue. 


For more information on software piracy, see www.microsoft.com/piracy/. 


The goal of Windows Product Activation is to reduce a form of software piracy known 
as casual copying or softlifting, which is when people share software in a way that 
infringes on the software’s end user license agreement. Each copy of Windows XP 
must be activated within 14 days of the first use. You can activate Windows XP over 
the Internet or by telephone. You don’t have to give any personal information about 
yourself or your computer, although you are given the option of registering to receive 
information about product updates, new products, events, and special offers. 


There is no working folder for this exercise, but you do need to know your user 
account name, your password, and your domain name. 
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Follow these steps: 


1 


Start your computer. 


After the computer starts, or boots, a Welcome to Windows screen 
appears. 


Hold down both the [œ] and [~=] keys, and press [=]. 


Windows XP displays a dialog box and waits for you to give it the information 
it needs to proceed. Dialog boxes are the main means of communication 
between the computer and the computer user in Windows and in Windows- 
based programs. Each dialog box presents all the possible options associ- 
ated with an action, and you set the options to indicate how you want the 
action carried out. 


In this case, the Log On to Windows dialog box appears. 


3 Enter your user account name in the User name box. 
4 Enter your password in the Password box. 
5 If the Log on to box is not shown, click Options to expand the dialog box. 
Then click the down arrow to the right of the Log on to box, and click the cor- 
rect domain name in the drop-down list. 
Troubleshooting 


If your domain is not available in the drop-down list, contact your network administrator. 
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Click OK to log on to Windows XP Professional and your network domain. 
The Windows XP Professional desktop appears, aS shown on the next page. 
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Using Your Mouse 


For new computer users who are not familiar with the standard Windows mouse 
actions, we'll briefly summarize them here: 


E Clicking an object involves moving the mouse pointer over it and quickly 
pressing and releasing the primary mouse button once. (By default, the pri- 
mary mouse button is the left one.) 


E Doubie-clicking an object involves moving the mouse pointer over it and 
pressing and releasing the primary mouse button twice in rapid succession. 


E  Right-clicking an object involves moving the mouse pointer over it and click- 
ing the secondary mouse button once. This displays the object’s shortcut 
menu, which is a set of actions that can be performed with the object you 
right-clicked. Choose the action you want by clicking it on the shortcut menu. 


E Dragging an object involves moving the mouse pointer over the object, hold- 
ing down the primary mouse button, moving the mouse until the pointer is in 
the location where you want the object to appear, and releasing the mouse 
button. You can also drag to select multiple objects from a list. 


If you prefer to click, double-click, and drag with the right mouse button, you can 
switch the buttons by adjusting the Mouse settings in Control Panel. (You can access 
Control Panel by clicking the Start button and then clicking Control Panel on the 
Start menu.) 
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Don't worry if your Windows XP desktop looks different from the ones shown in this 
and subsequent chapters. The desktop varies, depending on whether Windows XP is 
installed on a brand new computer or as an upgrade on a computer that has been 
running a previous version of the Windows operating system. In the latter case, Win- 
dows XP will retain many aspects of the previous desktop. Windows XP might also 
carry over some of the settings made in a previous version, which can alter the look 
of the screen slightly. These differences affect the way Windows XP looks but do not 
affect your ability to successfully complete the exercises in this book. If you prefer 
to have the desktop icons that appeared in previous versions of Windows available, 
you can right-click the desktop, and click Properties on the shortcut menu. Then in 
the Display Properties dialog box, click the Desktop tab, click Customize Desktop, 
select the check boxes of the icons you want, and click OK. 


Logging On to a Windows XP Home Edition Computer 


Your computer might be used by only you, or it might be used by several people. 

If only you use your computer, it needs only one configuration, or user account. If 
other people use your computer, everyone can use the same account, or you can set 
up a separate user account for each person. Each account is associated with a user 
profile that describes the way the computer environment looks and operates for that 
particular user. This information includes such things as the color scheme, desktop 
background, fonts, and shortcuts, and it can vary from profile to profile. 


The process of starting a computer session is called logging on. If only one user 

account has been set up, Windows XP automatically logs on using that account when 
you start the computer. If multiple accounts have been set up, Windows XP prompts 
you to select your user profile and, if your account has been password-protected, to 


enter your password. 

Tip 

By default, Windows XP Home Edition creates two accounts: All Users and Guest. The 
All Users account can be used to make certain files or settings available to anyone 

who logs on to the computer. Users who don’t have their own account can log on to 


the computer using the Guest account. The Guest account can be disabled if you 
don't want to allow people without accounts to log on to your computer. 


Each user has a user account name and a user account picture. Each user can 
change his or her own account name and account picture; users with administrative 
privileges can change any user’s account name and picture. 
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In this exercise, you will log on to a computer that has Windows XP Home Edition 
installed and that has been configured to include multiple accounts (with or without 


passwords). 


There is no working folder for this exercise. 


Follow these steps: 


1 Start your computer. 
After the computer boots, a logon screen appears. 


pe we The logon screen displayed by Windows XP Home Edition is called the Wel- 
new for come screen. This screen displays graphic representations of all the user 
WindowsXP accounts on the computer. These accounts can be created during setup or 


later to keep each user's data separate. 


importą 


2 Move the mouse pointer over the available user names. 


Notice that the selected user name is bright, while the other user names are 
dimmed. 


3 Click your user account name or user account picture. 


4 If your account is password-protected, enter your password in the Type your 
password box, and then click the arrow button to continue. 


Tip. ræ — — 
If you forget your password, click the question-mark button to see any password hint 
that was specified when your password was set. 


While Windows XP is loading your profile, your user account name and user 
account picture move to the center of the screen, and the other options 
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disappear. When you are logged on to your account, the Windows XP Home 


Edition desktop appears: 


Background 


Start Menu 
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Ə Tou Windows XP 
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R Windows Movie Maker 
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Al Programs [> 


> My Documents 
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e Control Panel 
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Search 


Bun Icon 


Start button Taskbar Notification area 


Logging On to a Stand-Alone 
Windows XP Professional Computer 


Windows XP Professional is generally used in a networked environment, but you do 
not have to be connected to a network domain to run it. For example, you might have 
Windows XP Professional installed on a laptop computer that you use both at the 
office and at home; or you might travel with your Windows XP Professional computer, 
work offline, and connect to your network over a remote connection. 


When you log on to a Windows XP Professional computer that has been, but is no 
longer, connected to a network domain, you log on in the ordinary manner, and your 
user information is validated against information that was stored on the computer the 
last time you logged on to the domain. If your Windows XP Professional computer is 
not currently configured to work on a network, the process of logging on is identical to 
that of Windows XP Home Edition. Valid user accounts are displayed on a central logon 
screen, and the Fast User Switching option is available and turned on by default. 
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Logging Off of Windows XP 
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The process of ending a computer session is called logging off. Logging off ends the 
Windows session for your account but leaves the computer turned on. It is important 
to log off when you leave for the day, or even when you leave your computer for an 
extended period of time, to safeguard against other people accessing your personal 
information. For example, if your account has administrative privileges and you go 
out to lunch without logging off or otherwise protecting your computer against intru- 
sion, someone could create a local user account with administrative privileges for 
themselves and later use that account to log on to your computer. 


In this exercise, you will log off of your Windows XP user account. Both Windows XP 
Professional and Windows XP Home Edition users can complete this exercise. 


There is no working folder for this exercise. 


Follow these steps: 


1 ifthe Start menu is not displayed, click the Start button. 


The Start menu is displayed. Your user information appears at the top of the 
menu. Depending on the programs installed on your computer, the Start 
menu looks something like this: 


Joan Preppernau 


dn a = 
ge Internet Dey) My Documents 
Internet Explorer 
| £2) My Recent Documents b 
oie Ei) My Pictures 
vl MSN Explorer 2 My Music 
© Windows Media Player iD My Computer 


É re E-mail 


p” 
S Windows Movie Maker i Control Pane} 

E, 
My {gy Printers and Faxes 
© Tour Windows XP ba 
Eae Files and Settings Transfer (2 Help and Support 
S Wizard ' 

po) Search 


TF Run... 


All Programs > 


HD cao [O Stoom 
ee {© 


Tip. 


Windows XP Home Edition displays the user account name and user account picture 
at the top of the Start menu. Windows XP Professional displays only the user 
account name. 
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2 At the bottom of the Start menu, click Log Off. 
The Log Off Windows dialog box appears. 


Tip 
When your current Windows XP configuration includes Fast User Switching, that 
option is shown in the Log Off Windows dialog box. 


3 Click Log Off to complete the process and display the Welcome screen or 
logon screen. 


4 Enter your password (Professional), or click your user account name (Home 
Edition) to log back on. 


Tip 
if bubble notes appear above the notification area while you are working, read them, 
and then click the X (the Close button) in the bubbie’s top right corner. 


Shutting Down a Windows XP Professional Computer 


Rather than simply logging off of your computer, you might want to turn it off, or 
shut down, to conserve energy. Shutting down closes all your open applications and 
files, ends your computing session, and shuts down Windows so that you can safely 
turn off the computer’s power. This process ensures that your data is safely stored 
and any external connections are appropriately disconnected. 


In this exercise, you will shut down your Windows XP Professional computer. 
There is no working folder for this exercise. 


Follow these steps: 


1 Click the Start button. 


The Start menu is displayed. Your user information appears at the top of 
the menu. 


2 At the bottom of the Start menu, click Shut Down. 
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The Shut Down Windows dialog box appears: 
Shut Down Windows 


Windows 


Professional 


& What do you want the computer to do? 


yshut down ee TSGs 


Ends your session and shuts down Windows so that 
you can safely turn off power, 


The most recently selected shut-down option is displayed in the option box, 
and a description of that option appears below the box. 

3 Click the down arrow to display the other options, and select each option in 
turn to display its description. 

4 Select Shut down as the option, and click OK to end your Windows session. 


Shutting Down a Windows XP Home Edition Computer 


Rather than simply logging off of your computer, you might want to shut down or 
turn off the computer completely. Turning off closes all your open applications and 
files and ends your Windows session, as well as turning off your computer. This pro- 
cess ensures that your data is safely stored and all your external sessions are appro- 
priately disconnected. 


In this exercise, you will turn off your Windows XP Home Edition computer. 


There is no working folder for this exercise. 


Follow these steps: 


1 Click the Start button. 


The Start menu is displayed. Your user information appears at the top of 
the menu. 


2 At the bottom of the Start menu, click Turn Off Computer. 
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Tip 


The Turn Off Computer command is also available on the Welcome screen. 


This Turn off computer dialog box appears: 


Turn off computer 


© fo 


Hibernate 


3 Click Turn Off to end your Windows session and turn off your computer. 


Other Options 


In addition to logging off and shutting down your computer, the Windows XP Profes- 
sional Shut Down dialog box presents these options: 


Æ Restart ends your session, shuts down Windows, and then starts Windows 
again without turning off the computer. 

@ Stand by maintains your session (the programs that are open and any work 
you are doing in them) and keeps the computer running on low power with 
your data still in the memory. To return to a session that is on stand by, 
press [cx]-+[a#]-+[o«]. 

© Hibernate saves your session and turns off your computer. The next time 
you start the computer, your session is restored to the place where you 
left off. 

The Windows XP Home Edition Turn off computer screen provides the Restart and 

Hibernate options, but not the Stand by option. 
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Chapter 2 
Working Efficiently 


in Windows XP 


After completing this chapter, you will be able to: 


Work comfortably in the Windows XP desktop. 

Work with the Start menu and taskbar. 

Create and arrange shortcuts on the desktop and Quick Launch toolbar. 
Clean up your desktop. 


SN SSS 


Working in the Microsoft Windows environment is a lot like working in a real-world 
office environment. You have a desktop where all your work tools are displayed, 
and you have folders in which to organize all your files. Windows incorporates all 
these elements into its user interface, which is the means by which you and your 
computer communicate with each other. 


Windows XP presents its tools, commands, and structure through a graphical user 
interface. Each type of file is represented by a picture and description, and each com- 
mand is represented by a button. Programs are arranged on a series of menus to 
make it easy to locate them. 


In this chapter, you will explore some of the elements of the Windows user interface 
and the various ways in which you can look at the information on your computer. 
You will then see how to tailor some of these elements to suit the way you work. 


The practice files for this chapter are located in the SBS\WindowsXP\Working folder. 
(For details about installing the practice files, see “Using the Book’s CD-ROM” at the 
beginning of this book.) 
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Getting to Know the Windows Desktop 


When you start Windows XP, your computer screen looks something like this: 


My Documents 


Me 
1 
*« 


Desktop 


Icon 


Quick Launch toolbar Taskbar Notification area 


The most basic element of the Windows user interface is a background screen called 
the desktop. All your other programs are opened over this background screen. The 
taskbar at the bottom of the screen is used by Windows XP to give you information 
about what’s going on with your computer and to provide a way of easily opening 
and closing programs. 


You might have one or more icons visible on your desktop, depending on how the 
programs that are installed on your computer are set up, and on your Windows XP 
settings. Icons are graphics that provide a simple method of identifying and starting 
programs from the Windows desktop. When an icon appears on the desktop, you can 
double-click it to start the associated program. 


Below the icon is the name of the element it represents. If the name is too long, it is 
truncated by an ellipsis (...) when it is not selected, and displayed in full when you 
click it. Positioning the mouse pointer over an icon usually displays a box, called a 
ScreenTip, containing a few words that tell you something about the program. 


Some icons are placed on the Windows desktop when you install the programs they 
represent. If the icon has an arrow in its bottom left corner, it is a shortcut. Shortcuts 
are links to programs that are stored in another location. If you delete a shortcut, you 
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aren't actually deleting the file, folder, or program to which it points. Many programs 
create shortcuts when you install them. You can also create your own shortcuts to 
programs; to specific files, folders, or network locations; or to Web sites. Windows XP 
assigns graphics to each shortcut based on the type of element it represents, so you 
can easily locate the one you are looking for. 


One of the icons on the desktop is the Recycle Bin, which is where Windows tem- 
porarily stores files you have deleted. It is also the place where you manage deleted 
files. You can recover deleted files from the Recycle Bin, or you can empty the Re- 
cycle Bin and permanently delete the files to free up space on your hard drive. 


When you purchase a new computer, the original equipment manufacturer (OEM) 
might have installed programs and shortcuts for you. If you upgrade to Windows XP 
from a previous version of Windows, your existing shortcuts will still be available. 


In this exercise, you will open, size, and close the Recycle Bin. 
There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 Double-click the Recycle Bin icon. 


The Recycle Bin opens in a window, something like this: 


Title bar Minimize button Maximize button 


TEA 


© Recycle Bin Ë l x Close 
Fle Edt View Favorites Tools Help p button 


Oe OIA er ii ee | Gl: 


Address E) Recycle Bin 
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Details 


Recycle Bin 


Taskbar button for open program 
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The program's title appears in the title bar at the top of the window. If the 
content of the window is too large to fit in the window, a scroll bar is dis- 

played down the right side and/or across the bottom of the window. A but- 
ton representing the program is displayed on the taskbar to indicate that it 


is open. 
Minimize 3 Click the Minimize button near the right end of the title bar. 
a The window is minimized so that it is no longer visible on the desktop. The 


program is still running and is represented by a button on the taskbar. 


4 Click the Recycle Bin’s taskbar button to redisplay the window. 
Maximize 5 Click the Maximize button. 
fl The window expands to fill your entire screen. 
Restore Down 6 Click the Restore Down button. 
a] The window returns to its original size. The Restore Down button is available 
only when the window is maximized. 
Tip m 


~~ You can manually resize a window by positioning the mouse pointer over the win- 
_ dow’s frame and, when the pointer changes to a double-headed arrow, dragging the 
frame to make the window smaller or larger. You cannot manually resize maximized 
windows; you must first restore the window to its non-maximized state. 


Close 7 ~~ ‘Click the Close button. 


x| Closing the window closes the program and removes the corresponding 
button from the taskbar. 


Working with the Start Menu 


The Start menu is a list of options that is your central link to all the programs installed 
on your computer, as well as to all the tasks you can carry out with Windows XP. The 
first time you start Windows XP, the Start menu is displayed until you click something 


else. Thereafter, you open the Start menu by clicking the Start button at the left end of 
the taskbar. 


The Start menu has been significantly redesigned in Windows XP to provide easier 
access to your programs. When it first opens, it looks something like this: 
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Current 
user 
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Tip 
If you are accustomed to the previous menu style, which is now called the Classic 
menu, you might find that the change takes a little getting used to. If you are unable 
to adjust, you have the option of changing back to the Classic version. However, the 
new menu is designed to increase efficiency, so we recommend that you at least give 
it a try! 
Pinning You can pin links to your favorite programs to a special area at the top of the left side 
w of the Start menu to make the programs easy to find and start. You can rearrange the 
WindowsXP pinned programs by dragging them into whatever order you want. By default, 


Microsoft Internet Explorer and Microsoft Outlook Express are pinned to the Start 
menu. If you change your default Web browser or e-mail program, the pinned area is 
automatically updated to reflect that change. 


Below the first horizontal line on the left side of the Start menu is a list of links to 
your most frequently used programs, which includes the last six programs you 
started. (You can adjust that number if you want.) The first time you start Windows 
XP, the list displays some of the new programs that are available: MSN Explorer, Win- 
dows Media Player, Windows Movie Maker, File and Settings Transfer Wizard, and 
Tour Windows XP. (The tour is somewhat long and sales-oriented, but it does intro- 
duce you to new features of Windows XP that you will work with in this book.) 


On the right side of the Start menu are links to the locations where you are most 
likely to store the files you create, a link to a directory of other computers on your 
network, and links to various tools that you will use while running your computer. 
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The commands you will use to log off of or shut down your computer are located at 
the bottom of the Start menu. 


In this exercise, you will first clear the most frequently used programs links from 
the Start menu. Then you will pin links to two programs to the top of the menu, 
rearrange them, and remove them from the pinned programs area. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 Close any open windows so that no buttons appear on the taskbar. 


3 Click the Start button to open the Start menu, and note which programs are 
currently listed in the most frequently used programs list. 


Tip 


If your most frequently used programs list is empty, you can still follow along with 
this exercise so that you will know how to clear the list later. 


4 Right-click the Start menu, and click Properties on the shortcut menu. 
The Taskbar and Start Menu Properties dialog box appears, like this: 


Taskbar and Start Menu Properties 


Taskbar | Start Menu 


Select this menu style for easy access to the 


© Classic Start menu Customize.. 


Select this option to use the menu style from 
earlier versions of Windows. 


{ 

i 
| 
P 4 f 
Internet, e-mail, and your favorite programs. | 
| 

f 


Appi 


This is where you have the option to change to the Classic Start menu. 
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Make sure that Start menu is selected, and then click Customize. 
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The Customize Start Menu dialog box appears. The default settings are 
shown here: 


Customize Start Menu 


General Advanced) 


Select an icon size fot programs 


ig © Large icons y O Small icons 


Programs 


The Start menu contains shortcuts to the programs you use most often. 
Cleating the list of shortcuts does not delete the programs. 


Number of programs on Start menu: 6s 


Show on Start menu 
Internet: Internet Explorer 
E-mail: 


6 
7 


Click Clear List to clear the list of most frequently used programs. 
Click the Advanced tab to display the advanced Start menu options: 


Customize Start Menu 


Genes! | Advanced Í 
Start menu settings : 
Open submenus when | pause on them with my mouse 
Highlight newly installed programs 
Start menu items: 
| 
( 


l es Control Panel 


© Display as a link 
© Display as a menu 
© Don't display this tem 
| Enable dragging and dropping 


C] Favorites menu 
EL Halna and Ciinnart 


Recent documents 


Select this option to provide quick access to the documents you 
opened most recently. Clearing this list does not delete the documents. 


List my most recently opened documents Clear List 
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9 


10 


11 


12 


Scroll through the list of options to see what is available, but don’t change 
any of the default settings at this time. 


Click OK to close the Customize Start Menu dialog box, and then click OK to 
close the Taskbar and Start Menu Propertles dialog box. 


Click the Start button to open the Start menu. 
The most frequently used programs list has been cleared. 
Point to All Programs. 


The All Programs menu expands with your currently installed programs 
listed, something like this: 


a] New Office Document 
@ Open Office Document 
W Windows Catalog 
% Windows Update 


© Accessories 

Games 

Microsoft Office Tools 
Startup 

@ internet Explorer 
Microsoft Access 
Microsoft Excel 

5 Microsoft Outlook 
Microsoft PowerPoint 
Microsoft Word 

A MSN Explorer 

WE) Outlook Express 


v v v vy 


2 Remote Assistance 
©) Windows Media Player 
8 Windows Messenger 


As with other types of menus in Windows XP, the right-pointing arrows indi- 
cate that clicking the menu entry, or simply hovering the mouse pointer over 
it for a few seconds, will open a secondary menu. 


On the All Programs menu, point to Accessories. 
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The secondary Accessories menu expands. All the programs on this menu 
are part of the basic Windows XP installation: 


a Accessibilty a l 
as) Communications » 
@ Entertainment > 
© System Tools » 
W Address Book 

E Calculator 

GR Command Prompt 

WD Notepad 

W Paint 


@) Program Compatibility Wizard 


SD Scanner and Camera Wizard 
er] Synchronize 

© Tour windows xP 

@ Windows Explorer 

Ú Windows Movie Maker 

B WordPad 


13 On the Accessories menu, click Calculator. 
The Calculator opens, and a Calculator button appears on the taskbar. 
14 Click the Start button to open the Start menu. 


Calculator now appears in the most frequently used programs area, like this: 
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15 Now you'll pin a program to the Start menu. Point to All Programs, and then 
point to Games. 


TiD tel SS M 


You can pin programs to the Start menu from the All Programs menu or from the 
most frequently used programs list. 
The secondary Games menu expands: 


i kd FreeCell | 
® Hearts | 


t e Pinball 
i ig Solitaire 
i H) Spider Solitaire 


All the games on this menu come with Windows XP. 


16 On the Games menu, right-click FreeCell, click Pin to Start menu on the 
shortcut menu, and then move the mouse pointer over the Start menu to 
close the Games and All Programs menus. 


FreeCell is added to the pinned programs area of the Start menu: 


Joan Preppernau 


—— a - 
(2% Internet _} My Documents 
E Internet Explorer i W 


| 2 R EE My Recent Documents > 
: i 9 My Pictures 
i hee we) Freecell i p Aiea 
as been saa 
pi nne d to ig Calculator E] My Computer 
the Start i (+ Control Panel 
menu for tty Printers and Faxes 
a SY o) a a eo 


access. 3 
| Y Search 


| 7 aun... 


Alt Programs > 


2) tog off ©) Shyt Down 
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17 On the Start menu, right-click Calculator, and click Pin to Start menu on the 
shortcut menu. 


Calculator is moved from the most frequently used programs area to the 
pinned programs area. 


Tip 
When the most frequently used programs area is empty, the horizontal line separat- 
ing it from the pinned programs area disappears. 


18 Drag the Calculator link to the top of the pinned programs list. 


While you are dragging the link, a thick black line behind it indicates where it 
will appear if you release the mouse button. 

19 Drag the FreeCell link above the Calculator link. 

20 = Right-click the Calculator link, and click Unpin from Start menu on the short- 
cut menu. 


The Calculator link is moved from the pinned programs area back to the 
most frequently used programs area. You could have clicked Remove from 
This List to remove it entirely. 


21 = Right-click the FreeCell link, and click Unpin from Start menu on the shortcut 
menu. 


The FreeCell link disappears from the pinned programs area. Because it was 
never on the most frequently used programs list, it also disappears from the 
Start menu. 
22 = Click away from the Start menu to close it. 
Close 23 On Calculator’s title bar, click the Close button. 
[x] Calculator closes, and its button disappears from the taskbar. 


Using the Taskbar 


The taskbar is your link to current information about what is happening on your 
Windows XP computer. In addition to the Start button, the taskbar displays a button 
for each open program. You click a taskbar button to activate the window of the 
program it represents. The taskbar buttons are resized depending on the number 

of programs that are currently open, and they disappear when you close the pro- 
grams they represent. 


Tip 
The taskbar does not display buttons for open dialog boxes, message boxes, or 
warnings. 
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Grouped If you start the same program more than once so that several instances of the pro- 

taskbar : : 

buttons gram are open at the same time (for example, three instances of Internet Explorer, 
new for or two Microsoft Word documents), and the taskbar is becoming crowded, similar 


windows are grouped onto one button that is labeled with the name of the program. 
A number following the program icon on the button indicates the number of open 
windows represented by the button. You can click the button to display a pop-up list 
of the open windows and then click the one you want to activate. This new feature 
makes it easier to work with your open windows. 


Tip | 


If windows are grouped on a taskbar button, you can close all windows in the group 


By default, the taskbar displays one row of buttons and is docked at the bottom of 
the desktop, but you can control its size and position: 


M = = You can dock the taskbar at the top, bottom, or on either side of the desktop. 


E — When the taskbar is docked at the top or bottom, you can expand the taskbar 
to be up to half the height of your screen by dragging its border up or down. 


E When the taskbar is docked on the left or right, you can adjust its width from 
nothing (only the border is visible) to up to half the width of your screen. 


E You can stipulate that the taskbar should be hidden when you're not using it, 
or that it should always stay on top of other windows so that it is not acci- 
dentally hidden. 


E You can lock the taskbar to prevent it from being changed. 


Troubleshooting 


You cannot move or change the taskbar while it is locked. To lock or unlock the task- 
bar, right-click an empty area of the taskbar, and click Lock the Taskbar on the short- 
cut menu. A check mark indicates that this option is selected. 


Windows XP taskbar buttons change size so that they fit on the taskbar as programs 
are opened and closed. The maximum number of buttons that can fit on the taskbar 
varies based on your monitor and display settings. When you exceed the maximum, 
Windows either tiles the buttons or displays a scroll bar, depending on the current 
taskbar configuration. 


The notification area is located at the right end of the horizontal taskbar or at the 
bottom of the vertical taskbar. By default, the notification area displays the current 


time. Icons appear temporarily in the notification area when activities such as the fol- 
lowing take place: 
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@ The printer icon appears when you send a document to the printer. 
mM <A message icon appears when you receive new e-mail messages. 


M The Windows Automatic Update icon appears to remind you to look online 
for updates to the operating system. 


M Information icons appear to give you information about various program 
features. 


@ Network connections and Microsoft Windows Messenger icons appear when 
those features are in use. (Inactive connections are indicated by the presence 
of a red X on the icon.) 


In addition to the items that are visible by default, the taskbar can also display its own 
set of toolbars. The most frequently used of these is the Quick Launch toolbar, 
which displays single-click links to programs and commands. (This toolbar is hidden 
by default.) 


Tip 
The Quick Launch toolbar might be hidden or visible, depending on your taskbar 
settings. 


Windows XP installs links to Microsoft Internet Explorer, Microsoft Windows Media 
Player, and the Show Desktop command on the Quick Launch toolbar. You can 
add more program shortcuts to the Quick Launch toolbar at any time by dragging a 
program or shortcut icon onto it. 


In this exercise, you will open several windows and use the taskbar to move among 
them. 


There are no practice files for this exercise. 

Follow these steps: 

1 Log on to Windows, if you have not already done so. 

2 Close any open windows so that no taskbar buttons appear on the taskbar. 
Tip 

To close an open window, click the Close button at the right end of its title bar, 


or right-click its taskbar button, and then click Close. You are prompted to save 
changes to documents before they close. 


start 3 Click the Start button to open the Start menu. 
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4 Click My Documents. 


The My Documents folder opens, and a button appears on the taskbar. The 
button label is preceded by a folder icon to indicate that the button repre- 
sents a folder. 


Minimize 5 Click the Minimize button to hide the folder’s window under its taskbar 
4 button. 
G6 On the Start menu, click My Pictures. 


The My Pictures folder opens in a new window, and another button appears 
on the taskbar. The button label is preceded by a folder icon to indicate the 
type of window it represents. 

7 ~~ On the Start menu, click My Music. 


The My Music folder opens in a new window, and a button appears on the 
taskbar. The button label is again preceded by a folder icon. 


You now have three open folder windows, each represented by a taskbar but- 
ton. The taskbar looks something like this: 


The active window’s taskbar button 
is indicated by a darker color. 


8 On the Start menu, click Calculator. 
Calculator opens, and the Calculator button appears on the taskbar. 


Tip. — — —— | 
If your taskbar is getting full, the existing buttons are resized so that there is room 
for the new button. 


9 Drag the Calculator window by its title bar to the center of the screen. 
10 On the taskbar, click the My Pictures button to make the window for the My 
Pictures folder active. 


The My Pictures window comes to the top of the stack of open windows. 
On the taskbar, the My Pictures button is active instead of the Calculator 
button. 


11 ifthe Quick Launch toolbar is not currently visible, right-click an empty area 


of the taskbar, point to Toolbars on the shortcut menu, and then click Quick 
Launch. 
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Show Desktop 12 On the Quick Launch toolbar, click the Show Desktop button. 


All open windows are minimized. 
13 On the desktop, double-click the Recycle Bin icon. 


The Recycle Bin folder opens in a new window. There is not enough room to 
add the Recycle Bin button to the taskbar, so the four folder windows are 
grouped onto one button. The taskbar now looks like this: 


This button’s label indicates that it represents 
four Windows Explorer folder windows. 


14 Click the Windows Explorer button to display a pop-up list of the windows 
represented by the button: 


15 Click My Music on the window list. 
The My Music window appears, and the list closes. 


16 Right-click the Windows Explorer button, and then click Close Group on the 
shortcut menu. 
All four folder windows close, and the Windows Explorer button disappears. 
Calculator is now the only open program. 


Close 17 Click the Calculator button to open Calculator, and then click its Close 


[x] button. 


Calculator closes, and the last taskbar button disappears. 


Creating Shortcuts 


Shortcuts are icons on your desktop or the Quick Launch toolbar that are linked to 
files, folders, and programs in other locations. Many programs give you the option of 
creating one or more shortcuts, or in some cases, they create the shortcuts by default, 
without asking. You can also easily create your own shortcuts, and you can delete 
any shortcut at any time. 
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In this exercise, you will create a desktop shortcut for an existing program, a desktop 
shortcut for a Web site, and a Quick Launch shortcut. 


Sunset.jpg The practice file for this exercise is located in the SBS\WindowsXP\Working 
& &> \Shortcuts folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM” at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


Show Desktop 2 On the Quick Launch toolbar at the left end of the taskbar, click the Show 
Desktop button to minimize any open windows. 


Tip = nee = | 
If the Quick Launch toolbar is not displayed on the taskbar, right-click an empty area 
-of the taskbar, point to Toolbars on the shortcut menu, and then click Quick Launch. . 


3 Right-click an open area of the desktop. 
4 On the shortcut menu, point to New, and then click Shortcut. 
The first page of the Create Shortcut Wizard appears: 


Create Shortcut 


This wizard helps you to create shortcuts to local or 
network programs, files, Folders, computers, or Internet 
addresses, 


Type the location of the item: 


Browse... 


Click Next to continue, 


i —— a : 
| <Back | Next > | f cane 


Tip : 
Wizards are series of pages, similar to dialog boxes, that walk you through the steps 


necessary to accomplish a particular task. In this case, the wizard will prompt you 
for the information Windows needs to create a shortcut. 
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5 


(e) 


Click Browse to open the Browse For Folder dialog box: 


Browse For Folder 


Select the target of the shortcut below: 


33 Desktop 
w B My Documents 
& È My Network Places This list of files varies depending 


[E New Shortcut on your installed programs. 


Make New Folder OK 


You use this dialog box to tell the wizard which file or folder you want the 
shortcut to link to (its target), and where the file or folder is located. 


Click My Computer, then Local Disk (C:), then SBS, then WindowsXP, then 
Working, and finally Shortcuts to browse. Then click the Sunset file, and 
click OK to close the dialog box and return to the wizard. 


The location, called the path, of the selected file is entered in the Type the 
location of the item box. 


Click Next to move to the Select a Title for the Program page: 


Select a Title for the Program 


Type a name for this shortcut: 


i 
= ee 


Click Finish to create the shortcut, 


Using information saved with the selected file, the wizard has suggested a 
name for the shortcut. 


With the current name selected, type My Shortcut. 


Click Finish to close the wizard. 
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A shortcut is created on the desktop in approximately the place you origi- 
nally right-clicked. The shortcut is named My Shortcut. It is represented by a 
graphic icon with an arrow in the bottom left corner. 


10 Doubleclick My Shortcut to open the Sunset photo that the shortcut links to. 
Close 11 Click the photo window's Close button to close the window. 
x] 12 Right-click My Shortcut, and click Properties on the shortcut menu. 
The My Shortcut Properties dialog box appears. 
13 Click the General tab, and look at the information and available options. 
14 Return to the Shortcut tab, and click Change Icon. 
This Change Icon dialog box appears: 


Change Icon 


Look for icons in this file: 


| vstemRootY\systems2\5 TEP | 


Select an icon From the list below: 


es 


»VHQQOE 
MOeSQRBB: 


hl oaval- 
Ad@QV’=B- 


15 Scroll through the list to see all the available icons. 


16 Click your favorite icon, and then click OK to close the Change Icon dialog 
box, or click Cancel to keep the current icon. 


17 Click OK to close the My Shortcut Properties dialog box and apply your 
change. 


The shortcut’s icon changes if you selected a new one. 


18 Now you'll create a shortcut for a Web site. Right-click an open area of the 
desktop, point to New on the shortcut menu, and then click Shortcut. 


The Create Shortcut dialog box appears. 
19 In the Type the location of the item box, type http://www.msn.com. 
20 Click Next to move to the Select a Title for the Program page. 

The suggested shortcut name is New Internet Shortcut. 
21 = With the current name selected, type MSN Web Site. 
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22 Click Finish to close the dialog box and create another shortcut. 


23 Ifyou are connected to the Internet, double-click MSN Web Site to open the 
MSN Web site in your default Web browser. 


24 Click the Close button to close the window. 
25 Right-click My Shortcut, and drag it to the left of the Quick Launch toolbar. 


A thick black line behind the shortcut indicates where it will appear when you 
release the mouse button. 


26 Release the right mouse button when the shortcut is in position on the 
Quick Launch toolbar, and then click Copy Here on the shortcut menu that 
appears. 

A copy of the shortcut appears on the Quick Launch toolbar. A double right 
arrow now appears at the right end of the toolbar to indicate that more short- 
cuts are available than can fit on the toolbar. 


27 Position the mouse pointer over the new toolbar shortcut. 
A ScreenTip displays the shortcut’s name. 
28 Click the double arrow to view the other available Quick Launch shortcuts. 


29 Right-click the taskbar. If Lock the Taskbar is checked on the shortcut 
menu, click it to unlock the taskbar. If Lock the Taskbar is not checked, 
click away from the shortcut menu to close it. 


When the taskbar is unlocked, the Quick Launch toolbar is bordered by mov- 
able left and right borders, represented by double dotted lines: 


The double dotted lines indicate that the taskbar is unlocked. 
—s 


30 Position the mouse pointer over the double dotted lines to the right of the 
Quick Launch toolbar so that the pointer turns into a double-headed arrow. 


31 Drag the double-headed arrow to the right until all the Quick Launch toolbar 
shortcuts are visible. 


32 On the Quick Launch toolbar, right-click your new shortcut, and click Delete 
on the shortcut menu. 


The Confirm File Delete dialog box appears: 


Confirm File Delete 
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33 Click Yes. 
The shortcut is deleted from the Quick Launch toolbar. 


The two shortcuts you created are still on your desktop. They are used in the 
next two exercises. 


Rearranging Your Desktop 


My Shortcut 


Show Desktop 
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After you have installed several programs and created shortcut icons to put the pro- 
grams, folders, and files you use most often at your fingertips, your desktop might 
start to get pretty messy. To cope with the clutter, some people like to line up their 
icons and shortcuts in regimented rows, some like to arrange them as a sort of frame 
around the perimeter of their screen, and others like to group them by type in various 
discrete locations. You can organize your icons and shortcuts manually, or if you are 
happy with simple arrangements, you can have Windows XP arrange them for you. 


In this exercise, you will rearrange the items on your desktop. 


If you are not continuing from the previous exercise, the practice files for this exer- 
cise are located in the SBS\Windows\XP\Working\ Arranging folder. (For details 
about installing the practice files, see “Using the Book’s CD-ROM” at the beginning of 
this book.) If you created the desktop shortcuts in the previous exercise, you can use 
them for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 If any windows are open, manually minimize them, or on the Quick Launch 
toolbar, click the Show Desktop button. 


3 If you did not create the desktop shortcuts in the previous exercise, copy the 
two shortcuts from the SBS\WindowsxXP\Working \Arranging folder to your 
desktop. (See “Using the Book’s CD-ROM” for instructions.) 


4 Drag your desktop shortcuts to random positions on the desktop. 


5 Right-click an open area of the desktop, point to Arrange Icons By on the 
shortcut menu, and then click Auto Arrange. 


Windows XP neatly arranges your shortcuts on the left side of the desktop. 
6 Now try to drag a shortcut to a different position on the desktop. 
You cannot move the shortcuts. 


7 Ifyou don’t like the Auto Arrange feature, right-click an open area of the 
desktop, point to Arrange Icons By on the shortcut menu, and then click 
Auto Arrange to turn it off. 
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Cleaning Up Your Desktop 


see The Desktop Cleanup Wizard helps you clean up your desktop by moving rarely 

us used shortcuts to a desktop folder called Unused Desktop Shortcuts. The Unused 

WindowsXP Desktop Shortcuts folder is a temporary holding area for the shortcuts you are not 
using. You can restore shortcuts from this folder to your desktop, or you can delete 


the entire folder. 


In this exercise, you will use the Desktop Cleanup Wizard to clean up your desk- 
top, and you will then delete some desktop shortcuts. 


alot len If you are not continuing from the previous exercise, the practice files for this exer- 
Gin» cise are located in the SBS\Windows\XP\Working\ Cleaning folder. (For details about 

installing the practice files, see “Using the Book’s CD-ROM” at the beginning of this 

book.) If you created the desktop shortcuts in an earlier exercise, you can use them 


for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


Show Desktop 2 jf any windows are open, manually minimize them, or on the Quick Launch 
toolbar, click Show Desktop. 


3 lf you did not create the desktop shortcuts in the earlier exercise, copy the 
two shortcuts from the SBS\WindowsxXP\Working\Arranging folder to your 
desktop. (See “Using the Book’s CD-ROM” for instructions.) 


4 Right-click any open area of the desktop, point to Arrange Icons By on the 
shortcut menu, and then click Run Desktop Cleanup Wizard. 


The first page of the Desktop Cleanup Wizard appears. 
5 Click Next to open a Shortcuts page like this one: 


Desktop Cleanup Wizard 


Shortcuts 
The shortcuts selected below will be moved to the Unused Desktop Shortcuts 
folder. 


To leave a shortcut on your desktop, clear its check box. 


Shortcuts: 


Shortcut to Clean Up Date Last Used 
F1 Internet Explorer Never 
im a MSN Web Site 6/25/2001 This list of 
C a) My Shortcut 8/25/2001 shortcuts varies 


depending on your 
installed programs. 
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6 Make sure the MSN Web Site and My Shortcut check boxes are selected, 
clear all other check boxes, and then click Next. 
The selected shortcuts are displayed on the Completing the Desktop 
Cleanup Wizard page. 


7 ~~ Click Finish. 


Windows XP creates a new folder on the desktop called Unused Desktop 
Shortcuts and moves the selected shortcuts into the folder. Notice that the 
folder icon on the desktop does not have a bent arrow in its bottom left cor- 
ner, indicating that the icon represents the actual folder rather than a short- 
cut to the folder. 


8 On the desktop, double-click the Unused Desktop Shortcuts folder to open it: 


& Unused Desktop Shortcuts 
File Edt Yiew Favorites Tools Help 


E Back OF B. Ke Search Br Folders E 


peed a (ai Docent and setinasoeroetioprused Desktop Ee 


y aiian JSN Web Sie 
File and Folder Tasks : Ry gil: eit moto 
i TA Make a new folder j 


Hi 9 Publish this folder to the 
N Web 


| EEE Share this folder 


E other Places 
4 @ Desktop 
EJ My Documents 
3 My Computer 
w My Network Places 


Details 


9 Click the MSN Web Site shortcut. 
10 On the File and Folder Tasks menu, click Move this file. 
The Move Items dialog box appears: 
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Move Items 


Select the place where you want to move ‘MSN Web Site’. 
Then click the Move button, 


E ©) my Documents 
=| y My Computer 
E Jb 3% Floppy (4:) 


This list varies 
Œ G@ Local Disk (C:) depending on your 
@ & DVD Drive (D:) installed hardware 


© @ my Network Places and programs. 
© Unused Desktop Shortcuts 


To view any subfolders, click a plus sign above. 


11 _ if necessary, use the scroll bar to move to the top of the list. 
12 Click Desktop, and then click Move. 


The MSN Web Site shortcut is moved from the Unused Desktop Shortcuts 
folder to your desktop. 


13 Click the My Shortcut shortcut. 
14 On the File and Folder Tasks menu, click Delete this file. 
15 Inthe Confirm File Delete dialog box, click Yes to delete the shortcut. 


Close 16 Click the Close button to close the Unused Desktop Shortcuts folder and 
x| return to the desktop. 


The MSN Web Site shortcut has been restored to your desktop. 


17 On the desktop, right-click the MSN Web Site shortcut, and then click 
Delete on the shortcut menu. 


18 Inthe Confirm File Delete box, click Yes to delete the shortcut. 


19 Right-click the Unused Desktop Shortcuts folder, and then click Delete on 
the shortcut menu. 


This Confirm Folder Delete dialog box appears: 


Confirm Folder Delete 


=) Are you sure you want to remove the folder ‘Unused Desktop 
Zj Shertcuts' and move all Its contents to the Recycle Bin? 


20 Click Yes to delete the folder. 
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Learn About User Accounts 


a User accounts 
ia User account types 
{2} Switching users 


Pick a task... 
[E] Change an account 

— © P] cesta: anew'account 

Manage Windows 

_ XP Home Edition 

user accounts, 


E System MNZ 


r- page 53 
+ p on the network, 
' > pi ne 4 me 
— = _ Computer description: 
p. = ? 
‘ ae 
ee 4 Full computer name: 
> e 
O Domain; 
-o 
P 
4 Change user 
' i account pictures, 
Á + page 53 
a A 
i User Accounts 
Ta - 
— 
a : 
s 
_ 
D 
‘ Oo Ø 
E User Accounts 
L Users | Advanced 
L Use the list below to grant or deny users access to your 
computer, and to change passwords and other settings. 


Users For this as 


| User! Name i Domain = 3 Group e 


Ninkun Ain taint aS atta oy Ly daiar aipania aa 


apujar iaiaisdtihananlann 


Administrator OTSI JOANP -Administrators 
joanp OTSIHQ Administrators 
Woe OTSI-JOANP Users; Power U... 


is Password for Administrator ares 
i Æ To change the password for Administrator, click Reset 


} 


Password. 


: Reset Password... 


i 


a la me aE e: 


joanp. otsihg, local 


Pick a new picture for Joe's account 


, { System DESSE Automatic Updates 


General ry Name 


otsihg. local 


To use the Network Identification Wizard to join a 
domain and create a local user account, click Network 


To rename this computer or join a domain, click Change. 


Manage 
Windows XP 
Professional 
user accounts, 
page 46 


Hardware | Advanced 


Windows uses the following information to identify your computer 


rma 


For example: ‘Kitchen Computer" or "Mary's 
Computer". 


Change the 
name of your 
computer, 
page 42 
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Chapter 3 
Managing 
Computer Security 


After completing this chapter, you will be able to: 


Y Change your computer’s name. 

Create, modify, and delete user accounts. 
Set account passwords. 

Represent accounts with pictures. 


SSNS 


Set up Fast User Switching so that several people can be logged on 
simultaneously. 


In the old days, computers were isolated, and the only way to get information from 
one to another was to transfer it on a floppy disk. With the advent of networks, 
information transfer became easier but so did the possibility that the information on a 
particular computer would be accessed inappropriately or even illegally from another 
computer. As networks have grown from small to large to huge, concerns about infor- 
mation security have also grown. 


Most people think of security in terms of protecting against viruses and intruders, or 
hackers. This book doesn’t discuss virus protection, which is provided by several 
commercial software packages and is not included in Microsoft Windows XP. It does 
discuss protection against intruders. 


The most common way of addressing these concerns in a networked computer envi- 
ronment has been through a system of user accounts and passwords. Microsoft 
Windows XP extends this account and password system to single stand-alone com- 
puters to allow more than one person to use the same machine. For example, if you 
manage your family’s financial records on a home computer that is also used by your 
children to do their homework, you might want to set up separate accounts for 

your children so that they can’t view or change the critical records you work with 
while logged on to your account. 


The great thing about user accounts and passwords is that they help to keep your 
information private; that is, you can prevent other users from reading or altering your 
documents, pictures, music, and other files. You can choose to share files by placing 
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them in a folder that is available to other users, but you don't have to. With Windows 
XP, each user can personalize his or her own working environment and have easy 
access to frequently used files and applications without worrying about other people 
making changes. 

In this chapter, you will iearn how to rename your computer and how to manage 
user accounts on Windows XP Professional and Windows XP Home Edition 
computers. 


The practice files for this chapter are located in the SBS\WindowsXP\Computer 
folder. (For details about installing the practice files, see “Using the Book’s CD-ROM” 
at the beginning of this book.) 


E 


Because management processes are specific to either Windows XP Professional 

or Windows XP Home Edition, we treat each edition separately, and you should fol- 
low the steps for your particular installation. The exercises assume that you have 
administrative privileges on your computer. This means that you are allowed to 
change basic settings that control access to your computer and the items stored on 
it. If you are working on a network, a network administrator might have set up your 
computer so that you cannot change some settings. If this is the case, you can read 
through the exercises but you won’t be able to follow the steps. 


Changing Your Computer’s Name 


Every computer has a name. That might seem like something out of a science fic- 
tion story in which computers take over the world, but there is nothing sinister about 
it. Your computer was named during the Windows XP initial setup process. It might 
have been named after its user, after its make or model, or based on what it is most 
commonly used for (for example, Production); or it might have been given a whimsi- 
cal name to give it some sort of personality. 


In this exercise, you will locate and change your computet’s name. 


a) 


Many corporations have a standard naming convention for computers on their 
network to help employees easily locate and identify network resources. If your com- 
puter is connected to a network, check with your network administrator before 
attempting to change your computer's name. 
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There are no practice files for this exercise. 


Follow these steps: 


1 


Log on to Windows, if you have not already done so. 


impor 


2 On the Start menu, click Control Panel. 
The Control Panel window opens: 


Pick a category 
i cA Appearance snd Themes 
= 


netwerk and Internet Connects 
e 


fo suk’ of Resnave Prog anis 


J Seunds, Speech, and Ashe Devices 


Tip 
Control Panel is a central place where you can change many of your computer's set- 
tings. These settings are grouped according to category. Clicking the icon of a cate- 


gory displays a window with specific options or starts a wizard that leads you through 
the process of making changes. 


3 Click the Performance and Maintenance icon. 
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The Performance and Maintenance window opens, looking something 
like this: 


SENE 


€ Performance and Maintenance 


File Edt View Favorites Tools Help 


@ ex - (>) Po aie By 


Address [E> Portormarce 


Performance and Maintenance 


Pick a task... 


zae [9] See basic information about your computer 


{9} Power Management 
iF Startup and Shutdown E Free up space on your hard disk 


Bi Adjust visual effects 


>] Back up your data 


cI Rearrange items on your hard disk to make programs run faster 


or pick a Control Panel icon 


PTT. Administrative Tools 2, Power Options 


ag My Scheduled Tasks à iT: System 


4 Click the See basic information about your computer task. 
The System Properties dialog box appears: 


System Properties 


System Restore | Automatic Updates _ Í ____ Remote 
General Computer Name | Hardware 1 Advanced 


System: 
Microsoft Windows XP 
Professional 
Version 2002 


Registered to: 

OTS! 

Online Training Solutions, Inc. 
55034-985-01 15115-00183 


Computer: 
Intel Celeron processor 
400 MHz 
128 MB of RAM 
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5 Click the Computer Name tab to display it: 


System Properties 


| System Restore z i _ Automatic Updates | Remote 
General Computer N ame Hardware || Advanced 


Windows uses the following information to identify your computer 
on the network. 


Computer description | ai. 5 Ë | 


For example: "Kitchen Computer" or "Mary's 
Computer". 


Full computer name: joanp.otsihg. local 


Domain: otsihg local 


i 
To use the Network Identification Wizard to join a 1 
domain and create a local user account, click Network Nepork iD | 
ID. 


To rename this computer or join a domain, click Change. 


oK AY 


The names of your computer and, if applicable, your domain or workgroup 
are displayed in the center of the tab. If you are logged on to a domain, your 
computer name is represented as computer name.domain. 


6 Click Change to open the Computer Name Changes dialog box: 


Computer Name Changes 


You can change the name and the membership of this 
computer. Changes may affect access to network resources. 


e 


Full computer name: 
joanp.otsihg local 


Member of 


© Domain: —————— 
oraes a 


O Workgroup: 


Your current computer name is highlighted. 
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7 — Type your new computer name in the Computer name box, and click OK. 


Troubleshooting 
Computer names cannot be longer than 15 characters and must consist of standard 
characters, which include uppercase or lowercase letters (A-Z or a-z), digits (0-9), 
and hyphens (-). 


If your computer is connected to a network domain, you will be prompted for 
the user account name and password of a network administrator who has 
permission to rename the computer in the domain. 

8 If you are prompted to do so, enter your user account name and password, 
and then click OK. 

9 When Windows XP says you must restart the computer for the changes to 
take effect, click OK. 

10 Click OK to close the System Properties dialog box, and then click Yes to 
restart your computer. 
Your computer now has a new name. 


Working with User Accounts in Windows XP Professional 


If your computer is part of a network, your network administrator must set up a user 
account or accounts for the computer to be able to access the network. User accounts 
can be established during the setup process or at any time from Control Panel. 


If you have administrative privileges, you can create local computer user accounts 
that allow other people to access your computer. For example, you might want to 
create a local user account for a friend so that he or she can log on to your computer 
to check e-mail. Each user account belongs to a group with permissions to perform 
certain operations on the computer. The most common groups are: 


WE = = Administrators, who have unrestricted access to the computer. 


M = = Power Users, who have most administrative capabilities but with some 
restrictions. 
M = Users and Guests, who are restricted from making system-wide changes. 


M Backup Operators, who can override security restrictions for the purpose 
of backing up or restoring files. 


Other groups are available for support personnel, network administrators, and re- 
mote users. There are also special groups that might be created when a computer is 
upgraded from other versions of Windows to Windows XP Professional. And finally, 
anyone assigned to the Administrators group can create custom groups. 
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In this exercise, you will create a local computer user account, change its privileges, 
and then delete it. 


Tip 
You cannot delete the account of a user who is currently logged on to the computer. 


There is no working folder for this exercise, but you do need to know your com- 
puters name. 


Tip 
To find out your computer's name, open Control Panel, click Performance and Main- 


tenance, click See basic information about your computer, and in the System Prop- 
erties dialog box, click the Computer Name tab. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


start 2 Click the Start button, and on the Start menu, click Control Panel. 
Control Panel appears, like this: 


€ Control Panel 


Fle Edk View Favorkes Tools Help 


O= o F quate poe fie. 


Address [> Control Pane! 


EE controt panet i Pick a category 
DB Swatch to Classic view 
å 


cs Appearance and Themes 28 Printers and Other Hardware 
See Also â * ord 


@Y windows Update 


D) Hele and Support Network and Internet Connections User Accounts 


r 
< 


= Add or Remove Programs pate, Time, Language, and Regional 


E Options 


7) Sounds, Speech, and Audio Devices Accessibility Options 


Performance and Maintenance 


< 


3 In the Control Panel window, click the User Accounts icon to open the User 
Accounts dialog box. 


4 Click the Advanced tab. 


5 in the Advanced user management area, click Advanced to open the Local 
Users and Groups window. 
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6 Inthe left pane of the Local Users and Groups window, click the Users folder 
to display a list of the current user names: 


Local Users and Groups 


| File Action View Help ’ 
c+ SH Bee A Pees 
RS Local Users and Groups (Local) [Name Full Name 
i | Users administrator Built-in account for admini: 
‘Gi Groups Æ Guest Built-in account for guest , 


Ej HelpAssistant Remote Desktop Help Assi... Account for Providing Ren 
Wi surport_388945a0 CN=Microsoft Corporation... This is a vendor's account 


7 
New User 
User name: 
Full name: 
Description: 
Password: l 
User must change password at next logon 
o Password never expires 
[C] Account is disabled 
[__ Create | 
8 Inthe User name box, type Joe. 
9 In the Full name box, type Joe the Dog. 


10 inthe Description box, type Man’s best friend. 
11 inthe Password box, type Woof! 
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Tip 
Your corporate network policy might require that passwords conform to a minimum 
length or meet other guidelines. If you are required to create a secure password, use 


a combination of numeric and alphabetic characters with at least one punctuation 
mark. Secure passwords must usually be at least eight characters in length. 


12 Type the password again in the Confirm password box. 


13 Ensure that the User must change password at next logon and the Account 
is disabled check boxes are cleared, and then click Create. 


Tip 
You clear the first check box because you don’t want the user to have to change the 


password, and you clear the second because you want the account to be active and 
available. 


The account is created, and the input screen is cleared. 
14 Click Close to return to the Local Users and Groups window. 
Joe has been added to the list of users, as shown here: 


< Local Users and Groups 
File Action View Help 
S |) EX = 3 —— 
Local Users and Groups (Local) [Nome ee FF Full Name 
E Users 3 administrator Built-in account For admini 
E coups #B3icuest Built-in account for guest . 
Mj HelpAssistant Remote Desktop Help Assi... Account for Providing Rem 


Moe Joe the Dog Man's best friend 
E SUPPORT _388945a0 CN=Microsoft Corporation... This Is a vendor's account 


15 inthe right pane of the Local Users and Groups window, double-click Joe to 
open the Joe Properties dialog box. 


16 Click the Member Of tab. 


Joe is currently shown as a member of the Users group, the default group for 
new users. 
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17 Click Cancel to close the Joe Properties dialog box. 


18 To add Joe to another group, click the Groups folder to display a list of the 
available groups in the left pane of the Local Users and Groups window: 


f+ Local Users and Groups 


Fie Action view Help 


Local Users and Groups (Local) 

E Users 4 Administrators Administrators hava complata and u.., 
a £4 Backup Oparators Backup Operators can ovarrida sacu,., 
i Guasts hava tha sama access as ma... 
Sa Natwork Configuration .,, Mambars In thls group can hava som... 
Za Powar Users Powar Usars possass most administr., , 
Za Remote Desktop Users Mambars in this group ara grantad t., 

(Rá Replicator Supports fila raplication In a domain 
Usars are pravantad from making ac... 
[24 Debuggar Users Debuggar users can dabug processa... 
Ra HalpSarvicasGroup Group for tha Halp and Support Serv,., 


19 In the right pane of the Local Users and Groups window, double-click Power 
Users to open the Power Users Properties dialog box. 


20 Click Add. 


21 Ifyou are connected to a network domain, click the Locations button, click 
your computer name, and click OK. 


22 Inthe Enter the object names to select box, type Joe, and click Check Names. 


Tip a | S 
To enter multiple user names, separate the names with a semicolon. 


The Select Users dialog box looks something like this: 


Select Users 


Salect this object type: 


[Users or Built-in security principals a 


From this location: 


Entar the objact namas to select (examples): 


OTSIJOANPYoe Check Names 


a a 
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Close 


The name you typed is replaced by the computer name\user name 
combination. 
Tip 
If there are a lot of people named Joe on your network, you might be asked to select 
the one you want from a list. 


23 Click OK to add Joe to the Power Users group, and then click OK to close the 
Power Users Properties dialog box. 


24 Click the Close button to close the Local Users and Groups window, and 
click OK to close the User Accounts dialog box. 


25 On the Start menu, click Log Off, and then click Log Off in the Log Off Win- 
dows dialog box. 


You are logged off of Windows and returned to the logon security screen. 

26 Press («]+{a*]+[o-] to access the Log On to Windows dialog box. 

27 Inthe User name box, type Joe. 

28 Inthe Password box, type Woof! (or the secure password you created in step 11). 
The characters of the password are displayed as dots as you type. 

29 Click the down arrow to the right of the Log on to box, and click your com- 
puter in the drop-down list. 

30 Click OK. 


Joe is now logged on to your computer, but not your network domain. The 
Start menu expands, with Joe’s full name shown at the top: 


Joe the Dog 
2 eee "N H My Documents 
} My Recent Documents + 
| £ 3) E-mail Ld 
l fs] My Pictures 
wW MSN Explorer 3 My Music 


© Windows Media Player ws My Computer 
ca Windows Movie Maker [E> contrat Penet 

iy Printers end Fexes 
@ Tour Windows XP 


EA Files ond Settings Trensfer (27) Help end Support 
Wizard 
® Search 


CJ Run 


All Programs > 


jiao Oja 00 
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Because this is the first time that Joe has logged on to this computer, the 
desktop is in its default state. 

31 On the Start menu, click Log Off, and then click Log Off in the Log Off Win- 
dows dialog box to log Joe’s account off of the computer. Then log back on 
as yourself, changing the Log on to setting to your domain if necessary. 

32 Now you'll change the group to which Joe is assigned again. Open Control 
Panel, and click the User Accounts icon to open the User Accounts 
dialog box: 


| Users | advanced] 


Use the list below to grant or deny users access to your 
computer, and to change passwords and other settings. 


| Users for this computer: 


User Name aod Domain | Group 
administrator OTSI-JOANP Administrators 
F2joanp OTSIHQ Administrators 


Joe OTSI-3OANP Users; Power U... 


E 


Password for Administrator —- 


Æ To change the password for Administrator, click Reset 


i 
t 
Password. 


Reset Password... 


33 In the Users for this computer list, click Joe, and then click Properties to 
open the Joe Properties dialog box. 


34 On the Group Membership tab, click Other, and click Administrators in the 
drop-down list. 


35 Click OK to change Joe’s group membership to Administrators. 


36 Now that you’ve completed this exercise, you don’t need this account on 
your computer, so in the Users for this computer list, click Joe, and then 
click Remove. 


A message box warns you that Joe will no longer be able to use this computer. 
37 Click Yes. 
Joe is removed from the list of users. 
38 Click OK to close the User Accounts dialog box. 
Close 39 Click the Close button to close Control Panel. 
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Working with User Accounts in Windows XP Home Edition 


Windows XP Home Edition supports two levels of user privileges: computer adminis- 
trator and limited. Users with computer administrator accounts have permission to do 
everything, including: 


M Create, change, and delete accounts. 
M Make system-wide changes. 

E Install and remove programs. 
a 


Access all files. 


Users with limited accounts have permission to do things that affect only their own 
account, including: 


M Change or remove their password. 

M Change their user account picture. 

E § Change their theme and desktop settings. 
a 


View files they created and files in the Shared Documents folder. 


Each Windows XP Home Edition user account is represented on the logon screen by 
the user account name and also by a user account picture. Windows XP comes 


with 23 user account pictures, representing a variety of animals, sports, and interests. 
You can select the picture that most closely matches your personality or interests. If 
none of the default pictures is to your liking, you can add a picture you like better. 


Tip 
Computer administrators can assign or change the picture for any user. Limited 
account and guest account users can change only their own picture. 


Graphics used as user account pictures can be bitmap (BMP) files, Graphic 
Interchange Format (GIF) files, Joint Photographic Expert Group JPEG) files, 
or Portable Network Graphics (PNG) files. They can be any size, but they are 
always displayed at 48 pixels high by 48 pixels wide. If you decide to use a picture 


53 


f 3 Managing Computer Security 


54 


that does not have the same height and width, it will be stretched or compressed to 
fit within the user account picture area on the logon screen. 


In this exercise, you will create a new user account with administrative privileges, 
change its privileges, create a password, and choose a custom graphic to represent 
the user. You will then delete the account. 


Tip 
You can never delete the account of a user who is currently logged on to the 
computer. 


The practice file for this exercise is located in the SBS\WindowsXP\Computer 
\ProfileHE folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM” at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 ~=On the Start menu, click Control Panel. 
3 Click the User Accounts icon. 

The User Accounts window appears: 


User Accounts 


Learn About > User Accounts 

D User accounts 

2 User account types 

Dian Pick a task... 
Pa] Change an account | 


Create a new account 


Change the way users log on or off 


or pick an account to change 


Joan Guest 
Computer administrator Z] Guest account is off 


4 Click Create a new account to open the Name the new account screen. 


You are prompted to enter a name for the new account. 


5 Type Joe, and then click Next to move to the Pick an account type screen. 


You are prompted to specify the account type. 
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6 Select Computer administrator, and then click Create Account. 
Windows XP creates a new account called Joe, and assigns a user 
account picture to the account, which now appears at the bottom of the 
User Accounts window. 

7 — Now you'll customize Joe’s account. Click Joe. 


The options for changing Joe’s account are displayed as shown here: 


User Accounts 


Related Tasks 


o if 
oe What do you want to change about Joe's 
account? 


Create a nes account 


Change the name Joe 
Create a password Ea 

E Change the picture 

Change the account type 


Delete the account 


8 Click Change the picture. 


You are prompted to select from the default pictures shown here: 


User Accounts 


Current Picture 


E3 Pick a new picture for Joe's account 


Learn About 


Kou E A EGY OE = 
Rae Rose 


P Browse for more pictures 


hanger ute Cancel 


9 Click Browse for more pictures. 
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LO Inthe Open window, click the down arrow to the right of the Look in box, and 
browse to SBS\WindowsXP\Computer\ProfileHE. 


11 Click the bitmap named joe, and then click Open. 


A picture of Joe (a puppy) is added to the available pictures; Joe’s user 
account picture is changed, and then you are returned to the account 
options screen. 


12 Click Change the account type. 


13 On the Pick a new account type for Joe screen, click Limited, and then click 
Change Account Type. 


In the account options screen, the Limited account type is now indicated to 
the right of Joe’s user account picture. 


14 Click Create a password. 
You are prompted to enter a password for Joe’s account. 


15 Inthe Type a new password box, type BowWow!, and then press the [=] key 
to move to the next field. 


To ensure the secrecy of the password, the characters are displayed as dots 
as you type. 


16 inthe Type the new password again to confirm box, retype BowWow!, and 
then press the key to move to the next field. 


17 Inthe Type a word or phrase to use as a password hint box, type What does 
Joe say? 


The screen now looks like this: 


31 User Accounts 


4 _ Learn About 


sham. e az Create a password for Joe's account 


J A bine Creating a good password =f You ara creating a password for Joe. If you do this, Joe will ere, all personal certificates 
ci. |} and stored passwords for Web sites or network resour 
a Remembering a password k 


To avoid losing data in the future, ask Joe to make a password reset Floppy disk. 


Type anew password: 


Type the new password again to confirm: 


The password hint will be visible to everyone who uses this computer, 


Create Password Cancel 
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18 Click Create Password to save the password as part of Joe’s user account 
profile and return to the account options screen. 


The Password protected status of Joe’s account is now indicated to the right 
of his user account picture. 


19 Now you'll delete Joe’s account. Click Delete the account. 


Troubleshooting 


If the account you are trying to delete is currently logged on to the computer, you 
must switch to that user account and log it off before you can delete it. 


You are asked whether you want to keep or delete any files that Joe might 
have created on the desktop or in the My Documents folder. 


20 Joe has not created any files that you care about, so click Delete Files, and 
then click Delete Account to delete Joe’s account and return to the main 
User Accounts screen. 

Joe’s account no longer appears among the active accounts. 


Close 21 Click the Close button to close the User Accounts window, and then close 
x | Control Panel. 


Switching Quickly Among Users 


When you're using Windows XP Professional on a network domain, there is only one 
way to log onto your computer: by entering your user account name and your pass- 
word. If you are not on a network domain, whether you are using Windows XP Pro- 
fessional or Home Edition and whether you are working on a network (with no 
domain) or on a stand-alone computer, you have two logon options: 


™ You can select from pictorial representations on the new Windows XP 
Welcome screen. 


M Youcan use the classic logon prompt that requires you to enter your user 
account name as well as your password (if the account is password-protected). 


The Welcome screen is the default. 


Fast User Another new option available in Windows XP on a stand-alone computer is Fast User 

oa Switching, which allows multiple users to log on to their user accounts without log- 
new for ; : E 
WindowsXP ging previous users off. This feature saves time and decreases frustration for all users, 


because open applications don’t need to be closed when switching between user 


accounts. 


In this exercise, you will turn on Fast User Switching on your computer. 
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Tip 


Fast User Switching is not available on Windows XP Professional computers that are 
connected to a network domain. 


There is no working folder for this exercise. 


Follow these steps: 


1 
2 


Log on to Windows, if you have not already done so. 
On the Start menu, click Control Panel. 

The Control Panel window opens. 

Click the User Accounts icon. 


The User Accounts window appears, with the current user names displayed 
at the bottom of the window. 
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Click the Change the way users log on or off task. 

The Select logon and logoff options screen appears. 

Select the Use Fast User Switching check box, and click Apply Options. 
The change is applied, and you return to the main User Accounts window. 


With the User Accounts and Control Panel windows still open, click Log Off 
on the Start menu. 


This Log Off Windows dialog box appears: 


Log Off Windows 


e: 


4 v 


Switch User Lag Oif 


Click Switch User. The Welcome screen appears with the current user 
accounts shown. 
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8 Click one of the account names to log in with that account. 
If the account is password-protected, a password box appears. 
Tip 
If you don’t remember your password, you can click the blue question mark button to 
see the password hint. 


9 Type the password, and click the green arrow button to continue. 


You are now logged on to the account, and that account’s personal settings 
are loaded. The Start menu expands, with the account’s user name and 
user account picture displayed at the top, like this: 


4 Internet My Documents 
è internet Explorer © á 
G = 2) My Pictures 


Dutiook Express 


| 23 My Music 
xi MSN Explorer gs My Computer 

© Windows Media Player e2 Control Panel 

I, windows Movie Maker Q) Heb and Support 

@ Tour Windows xP P seach 


Pp Fies and Settings Transfer I Rw... 
Waed 


All Programs > 


If this is the first time this account has logged in, all the settings are the 
default settings, and there are no open applications. 


10 On the Start menu, click Log Off. 
11 In the Log Off Windows dialog box, click Switch User. 


12 On the Welcome screen, click your own user name, and if your account is 
password-protected, enter your password. 


You are returned to your own user account, where the User Accounts and 
Control Panel windows are still open. (They might be minimized.) 


Close 13 Click the Close button to close the User Accounts window, and then close 
ix | Control Panel. 
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"| am listening for my voice. If my speakers 


Sound Hardware Test Wizard 


Speaker Test 
To test your speakers or headphones, speak into the microphone. 


Read the following paragraph out loud, 
speaking into your microphone: 


Install and test 
speakers and a 
microphone, 
page 63 


Playback 


Recording 


A 


or headphones are properly connected and 


turned on, the playback meter will show 
movement and | will hear my voice when | 


speak," 


There wili be a short delay between the time _ 3 ll 
you speak and the time you hear your 
If you hear feedback, move the playba 
slider to lower the volume. 


When you have finished reading, clic! 


(eda a 
© vane 
VN) CAE 


Add Printer Wizard 


Local or Network Printer 
The wizard needs to know which type of printer to set up. 


Select the option that describes the printer you want to use: 


O=- © 


@) Local printer attached to this computer 
Automatically detect and install my Plug and Play printer 
© A network printer. or a printer attached to another computer 


page 68 


Š ai ED Search G Faders | E- 


Address | 1} My Computer 


ie] a My Documents 
8 3 My Computer 


ies} & 31% Floppy (A:) 
E Se Local Disk (C:) 
E 43 cp Drive (D) 
@ {b Cd Drive (E:) 
E] @ Control Panel 
@ Logitech QuickCam Express 
ic) a My Network Places 


«Ø Recycle Bin 


Install more "=== 
storage devices, 
page 79 


[start 


Install software 
programs, 
page 83 


Xx Hard Oisk Drives _ 


Ea Local Disk (C:) 


Oevices with Removable Storage 


Cancel 


Q 


3% Floppy (A:) CD Drive (D:) 


My Documents 


— 


Microsoft 
Gutloak, 


a 

ré 
edectic 

Qassroom 


Chapter 4 
Adding Hardware 


and Software 


After completing this chapter, you will be able to: 


Install speakers and a microphone. 
Install local and network printers. 
Install a scanner or camera. 

Install storage devices. 


NX NPN SN 


Install programs and Windows components, and have them start 
automatically. 


People discuss computers in terms of hardware and software. As you probably 
know, physical items such as computers and monitors are hardware, and all the 
programs that enable you to do things with that hardware are collectively known 
as software. 


Whether you're working in an office or at home, you will eventually want to install 
one or more bits of extra hardware, called peripheral devices, on your computer. 
Some devices, such as the keyboard, monitor, and mouse, usually come with the 
computer, but you will purchase others separately. The most common devices are 
speakers and a printer. Other popular devices include scanners, storage devices such 
as Zip drives, and fax machines. These devices are all external—meaning that you 
can install them without having to open up your computer—but others, such as a 
CD-ROM burner or a tape backup drive, might be internal—meaning that they have 
to be installed inside your computer's case. 


Many peripheral devices fall into a category called Plug and Play, which quite liter- 
ally means that you can plug them in and use them—no setup is required. Others 
might require that you supply some kind of information, usually through a wizard, 
or might require a specific device driver in order to work properly. Device drivers 
enable peripheral devices to “talk” to your computer, but they are unfortunately not 
universal. To hook up a printer, for example, you might need a driver that is not only 
specific to the printer but also specific to Microsoft Windows XP. 
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Device Drivers 


Device drivers are files that contain information that Windows needs to run your 
printer, fax machine, scanner, camera, or other device. Drivers can be specific to an 
individual device or to a family of devices (such as all HP LaserJet printers), and they 
are often specific to a certain version of Windows. 


Device drivers can be found on the Web site of the device manufacturer or on certain 
Web sites that centralize driver information. If you are looking for current device driv- 
ers, try these Web sites: 


“Manufacturer Driver Download 
Apple www. info.apple.com/support/downloaas. htm! 
Brother www.brother.com/E-ftp/softwini.htm! 
Canon www.usa.canon.com/support/files/ 
Citizen America www.citizen-america.com/drivers/ 
Compaq www.compaq.com/support/files/ 
Epson support.epson.com/filelibrary.html 
Fujitsu www.fcpa.com/cgi-bin/goFrames.cgi/support/su_drivers.html 
Hewlett-Packard www.hp.com/cposupport/software.htm! 
IBM www. printers.ibm.com/R5PSC.NSF/web/driver/ 
Kodak www.kodak.com/global/en/service/software/driverSupport.shtml! 
Konica E www.kbm.com/Support/Drivers2/ 
Lexmark www.lexmark.com/software/software.htm| 
“Minolta —=«&pg.minoltausa.com/eprise/main/minolta/BPG/support_center 
(business products) /downloads/searchdownload/ 
NEC www.nectech.com/css/ E 
Panasonic www.panasonic.com/support/software/download.htmi 
Ricoh ricoh-usa.com/download/ 
“Toshiba copiers.toshiba.com/support/ 
Xerox www.xerox.com/go/xrx/template/drivermain.jsp 


Other good resources include: 


PC Drivers HeadQuarters www.drivershq.com 
The Driver Guide www.driverguide.com 
Totally Drivers www. totallydrivers.com 
WinDrivers www.windrivers.com 
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Nowadays you can pretty much walk into a computer store, purchase a computer, 
plug it in, and start working without installing any software. New name-brand com- 
puters usually come with the operating system (in this case, Microsoft Windows XP) 
already installed. They might also include software programs called applications, 
which you use to carry out specific tasks, such as word processing. Sooner or later, 
however, you will want or need to install additional programs, either from a floppy 
disk, a CD-ROM, a network server, or the Internet. You might also need to install 
some of the optional components of Windows XP that did not get set up during the 
operating system’s installation. 


In this chapter, you will learn how to install hardware and software on your 
Windows XP computer. The practice files for this chapter are located in the 
SBS\WindowsXP\Software folder. (For details about installing the practice files, 
see “Using the Book’s CD-ROM” at the beginning of this book.) 


Installing Speakers and a Microphone 


A basic computer system consists of a computer, monitor, keyboard, and mouse. 
Computer systems that are equipped with sound cards usually come with a set of 
external speakers so that you can listen to music and other audio files. If you’re a real 
enthusiast, you might want to purchase fancy surround-sound speakers for your com- 
puter. Or if you want to listen to audio output privately, you might want to use speak- 
ers that have headphone jacks. 


Most standard speaker systems consist of two speakers with one cord that connects 
them to each other, another that connects them to the computer, and a power cord 
that connects them to the power source. One speaker might have a volume control 
(independent of the computer-controlled volume control) and a headset jack. 


With the rapid evolution of Internet-based communications, digital video, and 
speech-to-text technologies, microphones are being used more commonly with 
business and home computer systems. Microphones come in a variety of options: 
freestanding microphones, microphones that attach to your computer, headset 
microphones with built-in headphones that allow more private communication and 
consistent recording quality, boom microphones with a single headset speaker, 
and many others. 


If you will be recording a lot of speech, it is worthwhile to invest in a good-quality 
microphone. Anything less, and you are likely to find yourself making a return trip to 
the store. To get the best recorded quality, it is also critical that you choose the type 
of microphone that best fits your needs. Headset and boom microphones maintain a 
constant distance between the microphone and your mouth, which helps to maintain 
4 more consistent sound level than a stationary microphone. The headphones built 
into headset and boom microphones provide the same privacy of conversation as a 
telephone, because audio output is heard only by the wearer. 


63 


f & Adding Hardware and Software 


In this exercise, you will connect a stereo speaker system and a microphone to your 
Windows XP computer. You will then test the connection and adjust audio input and 
output levels appropriately. 


There are no practice files for this exercise, but you do need to have a set of speakers 


and a microphone to complete the steps. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 Remove the audio devices from their packaging, if you have not already 
done so. 


Tip 
If you are using an alternate audio configuration, such as a boom microphone, con- 
nect the input and output cables appropriately and then skip to step 8. 


3 Link the two speakers using the connector cable. 


4 Position the speakers to the left and right of your monitor to provide stereo 
sound quality. 


5 ‘Plug the speakers into a nearby power outlet using the AC adapter cord. 


6 Plug the speakers into the speaker jack on the sound card at the back of the 
computer using the connector cable. 


Tip 
The speaker jack might be indicated by a small speaker icon or the words Audio or 
Audio/Out. 


7 Plug the microphone connector cable into the audio input jack on the sound 
card on the back of your computer. 


Tip 
The audio input jack might be indicated by a microphone icon or the words Mic, or 
Microphone. 


8 Click the Start button, and then on the Start menu, click Control Panel. 
The Control Panel window appears. 
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9 Click Sounds, Speech, and Audio Devices to open this window: 


E Sounds, Speech, and Audio Devices 
Fle Edt view Favortes Toos Heb 


Q=- D F Pains aa 


Addes GP Sounds, Speech, and Audo Devices 


SERGO a Sounds, Speech, amd Audio Devices 


®© Actessitéty Sound Options 

E anoa veame antral Pick a task... 
>| Adjust the system volume 
>} Change the sound scheme 
=] Change the speaker settings 


or pick a Control Panel icon 


Sounds and Audio Devices . Speech 


10 Click the Sounds and Audio Devices icon. 
The Sounds and Audio Devices Properties dialog box appears: 


Sounds and Audio Devices Properties mx) 


[C] Mute 


[O Place volume icon n the taskbar 


Speaker settings 


Use the settings below to change individual 
speaker volume and other settings. 


41 Click each of the tabs, and explore the options available. 
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12 On the Voice tab, click Test hardware. 
The Sound Hardware Test Wizard appears: 


Sound Hardware Jest Wizard 


Welcome to the Sound Hardware 
Test Wizard 


This wizard tests your sound hardware to make sure it can 
play sounds and capture your voice while you are playing 
online games. 
Your computer's sound hardware: 

Playback: VIA Audio (WAVE) 

Recording: VIA Audio (WAVE) 


To begin the test, close any programs that are running, and 
then click Next. 


13 Make sure no programs are open, and then click Next. 


The wizard runs an automated test of your sound hardware. You will not hear 
any sounds during this process. 


14 After completing the automated test, the wizard prompts you to test the 
microphone: 


Sound Hardware Test Wizard 


Microphone Test 
To test your microphone, speak into it. 


Read the following paragraph out loud, Recording Playback - 


speaking into your microphone: Wie 
2 
"| am testing my microphone to verify that my P Ed QE 
voice is detected. |f my microphone is b 


properly connected and turned on, the S ic 
fecording meter will show movement." ay. 


To make additional adjustments, click 
Volume. 


When you have finished reading, click Next. 


Volume Volume 


15 Read the microphone test paragraph aloud in your normal speaking voice. 
Just for fun, you might try singing a couple of lines from your favorite song! 
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You will not hear any sound from the speakers during the microphone test. 


As you speak (or sing), a recording level indicator in the Recording area 
moves in response to your voice. When your voice volume is in an accept- 
able recording range, the meter is green. If your voice is too loud for the 
current Recording setting, the indicator enters a yellow or red zone, and 
the Recording setting adjusts to a lower level. If your voice is too quiet, the 
setting adjusts to a higher level to pick up your voice at the most appropriate 
level for recording. 


Troubleshooting 


If the Recording indicator does not move, your microphone might be incorrectly con- 
nected, or it might not be compatible with your computer. If this happens, hold the 
microphone close to your mouth and scream loudly—if the recording meter moves 
slightly, the connection is good, and the problem is between your microphone and 
your computer. You might be able to solve this problem by downloading new device 
drivers from the microphone manufacturer's Web site, or it might be simpler to 
replace the microphone. 


16 When you have finished reading the paragraph, click Next to begin the 
speaker test: 


Sound Hardware Test Wizard 


Speaker Test 
To test your speakers or headphones, speak into the microphone. 


Read the following paragraph out loud, Recording 


speaking into your microphone: 2 
"I am istering for my voce. If my speakers A Ge 


or headphones are properly connected and 
turned on, the playback meter will show T 


movement and | wil hear my voice when I 
speak.” 


There wil be a short delay between the time 

you speak and the time you hear your voice. 

If you hear feedback, move the playback | 
sider to lower the volume. TE 


When you have finished reading, click Next. 


17 Read the speaker test paragraph aloud in your normal speaking voice. 


As you speak, the Recording and Playback indicators will move in response 
to your voice, and you will hear yourself speaking, with a short delay be- 
tween your words and the sound. (This can be somewhat distracting.) As 
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with the microphone test, the Recording level adjusts to the volume of 
your voice. 


18 Adjust the Playback slider control to a comfortable listening level. 

Tip 

lf you are using speakers with a volume control, you can also adjust the volume on 
the speakers themselves. 


19 When you have finished making adjustments, click Next, and then click 
Finish to close the Sound Hardware Test Wizard. 


Close 20 Click OK to close the Sounds and Audio Devices Properties dialog box, and 
then click the Close button to close the Sounds, Speech, and Audio Devices 
window. 


Installing a Local Printer 


A local printer is a printer that is connected directly to your computer. The software 
to run the printer is installed on and run from your computer. When you connect a 
printer to your Windows XP computer, Windows XP often identifies that the printer 
has been connected. It then searches through its database of drivers to locate the 
appropriate software to run the printer. If Windows XP doesn’t have the current 
driver for your particular printer, it asks you to provide the driver. 


Troubleshooting 


Many printers come with a CD-ROM or floppy disk containing installation files and 
drivers that were current at the time the printer was manufactured. If you don’t have 
the current printer drivers, you can usually locate them on the printer manufacturer's 
Web site. 


In this exercise, you will install a local printer and then test the installation by printing 
a test page. 


There are no practice files for this exercise, but you must have a printer available to 
complete the steps. If Windows XP does not have the drivers for your printer, you 
will need to provide them. 
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Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 Connect the printer to the appropriate plug, or port, on the back of your 
computer. Then turn on the printer. 


At this point, three things might happen: 


Æ Windows XP might detect the printer and display a Found New Hard- 
ware alert in the notification area at the right end of the taskbar. In this 
case, Windows knows what printer drivers to install, so wait while Win- 
dows finishes the installation process, and skip the rest of the steps. 

H Windows XP might detect the printer but not have all the information it 


needs to install it, in which case it displays the Found New Hardware 
Wizard. Skip to step 9 to complete the instructions. 


H = Windows XP might not detect the printer, in which case it does nothing. 
Go to step 3. 


3 if the Found New Hardware Wizard does not appear, click Start, and then 
click Printers and Faxes. 


The Printers and Faxes window appears: 


T Printers and Faxes 


Fie Edt View fFavortes Tools Help 
Q= O B Axe Bam H- 


a 
Adress | Printers and Faxes 


Printer Tasks 


Add a pentes 
D Set up faring 


See Also 


2) Troubleshoot paruing 
7) Get help exth porting 


Other Places 


G Control Pane! 
Sp Scammers and Cameras 

L) My Documerts 

a My Pictures 

T) My Computer 


4 On the Printer Tasks menu, click Add a printer. 
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The Add Printer Wizard opens: 
Add Printer Wizard 


Welcome to the Add Printer 
Q Wizard 


This wizard helps you install a printer or make printer 
connections. 


_ = >, Ifyou have a Plug and Play printer that connects 
J) through a USB port (or any other hot pluggable 
port, such as IEEE 1394, infrared, and so on), you 


do not need to use this wizard, Click Cancel to 
clase the wizard, and then plug the printer's cable 
into your computer or paint the printer toward pour 
computer's infrared port, and turn the printer on. 
Windows will automatically install the printer for pou. 


To continue, click Next. 


5 Click Next to move to the wizard’s Local or Network Printer page: 


Add Printer Wizard 


Local or Network Printer E 
The wizard needs to know which type of printer to set up. = 


Select the option that describes the printer you want to use: 


© Local printer attached to this computer 
Automatically detect and install my Plug and Play printer 
© A network printer, or a printer attached to another computer 


: i ‘, To set up a network printer that is not attached to a print server. 
use the "Local printer" option, 


(ez) 


Select the Local printer attached to this computer option. 


~~ 


Clear the Automatically detect and install my Plug and Play printer 
check box. 
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Click Next to move to the wizard’s Select a Printer Port page: 


Add Printer Wizard 


Select a Printer Port 


Computers communicate with printers through ports. G 


Select the port you want your printer to use If the port is not listed, you can create a 
new port. 


© Use the following port: [L PT? {Recommended Panter Port} 


Note: Most computers use the LPT 1: port to communicate with a local printer. 
The connector for this port should look something like this: 


© Create a new port: 
Pew prt 


Confirm that your printer is connected to the recommended printer port, or 
select the correct port from the drop-down list, and click Next to move to the 
wizard’s Install Printer Software page: 


Add Printer Wizard 


Install Printer S oftware 
The manufacturer and mode! determine which printer software to use. 


: Select the manufacturer and model of your printer. If your printer came with an installation 
disk, click Have Disk. If your printer is not listed, consult your printer documentation for 
compatible printer software. 


Manufacturer “| Printers 
BAg E 


|| EY AGFAAccuSet v52.3 

|| BY AGFA-AccuSetSF v52.3 

|| BY AGFA-AccuSet 800 

| | RY AGFA-AccuSet BOOSF v52.3 


PMR erie is 


Ey This driver is digitally signed Windows [ Windows Update | = 


e why driver signing is i 
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10 Ifyou have an installation CD-ROM or floppy disk, insert it, click Have Disk, 
and follow the instructions on the screen to install your printer. 


Impor 


11 inthe Manufacturer list, click the name of the manufacturer of your printer. 


The Printers list changes to reflect a list of the printer drivers that Windows 
XP has stored for that manufacturer. 


12 In the Printers list, select the model of your printer. 


Troubleshooting 


If your specific model is not listed, select a similar model; or download the neces- 
sary drivers from the manufacturer’s Web site, return to the Install Printer Software 
page, and click Have Disk to install the printer manually. 


13 Click Next to move to the wizard’s Name Your Printer page. 


14 Type a name for your printer in the Printer name box, or accept the default 
name, and click Next. 


Tip 
Keep the printer name short and easily recognizable, because a long name might not 
fit in the space provided in some dialog boxes. It’s a good idea to use the printer 


model name or your name to clearly identify the printer, in case you end up with more 
than one. 


15 Ifyou are connected to a network and are asked if you want to share the 
printer, make sure the Do not share this printer option is selected, and click 
Next to open the wizard’s Print Test Page page: 
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Add Printer Wizard 


Print Test Page } 
To confirm that the printer is installed properly, you can print a test page. 


Do you want to print a test page? 
© Yes 
ONo 


16 Click Yes, and then click Next. 
A completion page something like this one appears: 


Add Printer Wizard 


Completing the Add Printer 
Wizard 


You have successfully completed the Add Printer Wizard. 
You specified the following printer settings: 

Name: HP P1100 

Share name: <Not Shared> 

Pott: LPT1: 

Model: HP OfficeJet 

Default: Yes 

Test page. Yes 


To close this wizard, click Finish. 


17 Click Finish to print the test page. 
After the test page has printed, a confirmation dialog box appears. 
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18 Click OK to close the dialog box and the Add Printer Wizard. 
Your printer connection displayed in the Printers and Faxes window: 


"& Printers and Faxes {= Il Ox! 
File Edit View Favorites Tools Help 


GB tac (5) a x po Search ie Folders TECE 


Addrass |Q Printers and Faxes si 


AG be Desket 540 
Printer Tasks e 6 
j Ready 
[E] Add a printer 4 


> Set up faxing 


See Also 


{2} Troubleshoot printing 
gg) Get help with printing 


Other Places 


{> Control Panel 

Q, Scanners and Cameras 
iE) My Documents 

@ My Pictures 

My Computer 


J) Printers and Faxes 


Close 19 Click the Close button to close the Printers and Faxes window. 


E 


Installing a Network Printer 


A network printer is a printer that is not connected directly to your computer. 
Instead, you access the printer over the network, either as a free-standing networked 
printer, through someone else’s computer, through a print server, or through a 
printer hub. 


If the printer you are connecting to is available to everyone on the network, you will 
not need specific permission to connect to it. If the printer has been made available 
only to specific people or groups, you will have to ask the printer’s “owner” or your 
network administrator to make the printer available to you. 


In this exercise, you will connect to a network printer. 


There are no practice files for this exercise, but you must have access to a network 
printer and know the name of the printer. If the printer is connected to another com- 
puter, you must also know that computer’s name. 
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Follow these steps: 


Cl A 


Log on to Windows, if you have not already done so. 
On the Start menu, click Printers and Faxes. 


The Printers and Faxes window appears with your currently installed printers 
shown in the right pane. 


On the Printer Tasks menu, click Add a printer to open the Add Printer 
Wizard. 


Click Next to move to the wizard's Local or Network Printer page. 


Select A network printer, or a printer attached to another computer, and 
then click Next. 


You move to the wizard’s Specify a Printer page: 


Add Printer Wizard 


Specify a Printer 
If you don't know the name or address of the printer, you can search for a printer 
that meets pour needs. 


What printer do you want to connect to? 


©) Find a printer in the directory 


©) Connect to this printer {or to browse for a printer, select this option and click Next): 


l | 
Name. | 
i =] 


Example: \\server\printer 
© Connect to a printer on the Internet or on a home ot office network: 


uet | pag 


SS a a aa a 


Example: http://server/printers/myptinter/. printer 


Select Connect to this printer, and click Next. 

On the Browse for Printer page, select the printer you want to use, and click 
Next. 

If not everyone on your network is allowed to use this printer, at this point 
you might be asked for your user account name and password. Enter them, 
and click OK. If you are allowed to use the printer, you then see the wizard's 
next page. If you are not, you will have to specify a different printer. 
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8 Ifthe dialog box appears, enter your user account name and password, and 
then click OK to close the dialog box and make the connection. 


If you have more than one printer installed, you are prompted to specify 
whether you would like this one to be the printer Windows XP uses unless 
you specify differently: 


Add Printer Wizard 


Default Printer 
Your computer will always send documents to the default printer unless you specify 
otherwise. 


Do you want to use this printer as the default printer? 


® Yes 
ONo 


9 If this page appears, make your selection, and then click Next. 
A completion page appears: 


60d Printer Wizard i 


Completing the Add Printer 
Wizard 


You have successfully completed the Add Printer Wizard. 
‘You specified the following printer settings: 


Name: RICOH COLOR LASER AP204 on APPLICA 
Defautt: Yes 

Location: The name of the 
Comment: computer to which 
the printer is 
attached would be 
shown here. 


To close this wizard, click Finish. 


10 Click Finish to close the dialog box. 
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Tip 


If you are prompted to print a test page, do so because this is a good opportunity to 
test your connection. 


Your new printer connection is now displayed in the Printers and Faxes 
window: 


The check mark identifies 
the default printer. 


E Printers aad Faxes 


Fie Edt View Favorites Took Help 


O o g po ach Folders (Fi 


Adcress Sy Prnters and Faxes “iin 


Printer Tasks ` ILO RICOH COLOR LASER AP204 on 
APPLICATIONS 
Add a printer = 


= 0 
D Set up faang 


See Also 


2) Troubeshox printing 
(2) Get help wth printing 


Close 


x 11 Click the Close button to close the Printers and Faxes window. 
x 


When you print anything from one of your applications, your computer will 
use the default printer unless you specifically select a different printer. 
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Configuring the Fax Service 


Fax service Good news: You no longer need to spend money on a free-standing fax 
Wanton wsXP machine to send and receive faxes! You can now use the Microsoft Fax ser- 


vice to send and receive faxes using a fax/modem or a fax board installed in 
your computer, or via your corporate LAN. You can fax a document from any 
application, send a cover fax page, and track and monitor your fax activity. 
New wizards make configuring and sending faxes simple. To configure the 
Fax service: 


1 On the Start menu, click Control Panel, and then click Printers and Other 
Hardware. 


2 In the Printers and Other Hardware window, click the Printers and Faxes 
icon. 


3 Inthe Printers and Faxes window, click Set up faxing. 


installing a Scanner or Camera 


Scanners are devices you use to convert printed information—words, drawings, 
photographs, and so on—into digital data that can be processed by your computer. If 
you have an optical character recognition (OCR) program, scanned documents 
can often be converted to word processor or spreadsheet files. Scanned photos, 
drawings, and graphics can be saved as graphic files for use on a Web site or in other 
documents. The digital image can be opened and enhanced in a graphic processing 
program. 


Computer-compatible cameras come in various shapes and sizes, including handheld 
digital cameras and digital video cameras (such as “eyeball” cameras). 


Most modern scanners and digital video cameras are Plug and Play peripheral 
devices. To install a scanner or camera, you can simply plug it into the appropriate 
port on your computer. Windows XP recognizes the device and installs it on your 
computer. However, some peripheral devices come with special software that enables 
the features of the hardware, and some manufacturers recommend that you install the 
software before connecting the hardware to your computer; this is one case where it’s 
a good idea to read the manual first! 


After the scanner or camera is installed, you can use the Scanner and Camera 
Wizard in Windows XP to easily create, download, and process images from a scan- 
ner, digital camera, or video camera. 
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In this exercise, you will install and access a Plug and Play scanner or camera. 


There are no practice files for this exercise, but you must have a scanner or camera 
available to complete the steps. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 Plug your scanner or camera into the appropriate port on your computer. 


Windows XP detects the device and displays a Found New Hardware mes- 
sage in the notification area of the taskbar while it installs the hardware. 


3 On the Start menu, click Control Panel. 


4 In the Contro! Panel window, click the Printers and Other Hardware icon. 


5 In the Printers and Other Hardware window, click the Scanners and Cameras 
icon. 


Your installed scanners and cameras are displayed on the right pane of the 
Scanners and Cameras window. 


6 Double-click the icon for your scanner or camera to open the Scanner and 
Camera Wizard. 


You can now start working with your installed device. 


Installing a Storage Device 


A variety of data storage devices are available; the most common are hard disk 
drives and floppy disk drives. Every computer has at least one hard disk drive, and 
almost all computers come with a floppy disk drive installed. However, when you 
need extra storage space, you don't have to buy a new computer or even upgrade 
your hard drive. It is quite simple to install an internal or external storage device on 
your Windows XP computer, and there are plenty of options to choose from, such as 
Zip disk drives, Jaz disk drives, and tape drives. As the cost of CD-Read-Write 
(CD-RW) drives decreases, they are also becoming increasingly common. 


In this exercise, you will install an external storage device. 
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There are no practice files for this exercise, but you must have a Plug and Play Zip 
drive or similar storage device available to complete the steps. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 Plug the storage device into the appropriate port and into a power source, if 
necessary. 


Windows XP detects the device and displays a Found New Hardware mes- 
sage in the notification area of the taskbar while it installs the hardware. 


The storage device is now listed as one of your available storage locations 
when you open, save, or look for a file on your computer. 


Need More Ports? 


Most computers come equipped with a standard set of ports that you use to connect 
a keyboard, mouse, monitor, or printer. If your computer has a sound card and a net- 
work card, you also have audio and network ports. Many desktop and laptop comput- 
ers now also have USB ports to handle the growing number of devices that are 
designed to work with this method of connection. 


When you install several peripheral devices on the same computer, you might find 
that you don’t have enough ports to connect them all. All is not lost! Here are three 
options for expanding your connection capacity: 


WE ~=sCInstail extra ports. After turning off your computer, you can remove its cover 
and insert a card with more ports, which you can purchase in any computer 
store, into one of the available expansion slots. When you turn the power 
back on, Windows XP detects and installs the new ports without further ado. 


E = Daisy-chain multiple devices. Many devices that connect to the computer via 
its parallel port can be “daisy-chained” together to form a linked network of 
devices. For example, you might connect a Zip drive to your computer's paral- 
lel port and then connect a printer to the Zip drive’s paralle! port. Data you 
send to the printer will pass through the Zip drive. 


Mm Use a hub. Multiple devices can be connected to a hub that is in turn con- 
nected to your computer, enabling all the devices to share that single connec- 
tion. Hubs are available for network, peripheral devices, and USB devices. If 
you want to make a physical connection to multiple peripheral devices but you 
don’t need to use more than one at a time, you can use a switch box, which 
looks similar to a hub but allows only one active connection at a time. 
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Installing Internal Devices 


Although many hardware components can be added to your system through the 
somewhat simple use of ports and cables, other devices might require that compo- 
nents be installed inside the computer’s case. The internal component might be in the 
form of a card that provides a new connection at the back of the computer, or it 
might be a new hard disk drive, floppy disk drive, CD-ROM drive, or tape backup 
drive that is accessed from the front of the computer. 


To install an internal device, you need to remove the cover from your computer and 
delve into its innards. This is not a book on hardware configuration, but we do want 
to demonstrate the manner in which Windows XP assimilates new hardware as it is 
added to your system. 


In this exercise, you will install an internal CD-RW drive. 


There are no practice files for this exercise, but you must have an internal CD-RW 
drive and a screwdriver available to complete the steps. 


Follow these steps: 


1 Turn off your computer, and disconnect the power cord. 


2 Remove the computer’s cover, and install the internal device according to 
the manufacturer’s instructions. 


3 Replace the cover, and reconnect the power cord. 
4 Turn on the computer, and log on to Windows XP. 
Windows detects and installs the internal device. 


Troubleshooting 


lf Windows XP does not detect the device, it is likely that you need to download 
updated device drivers from the manufacturer’s Web site. 


start 5 Right-click the Start button, and then click Explore. 
6 inthe left pane, click My Computer. 
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Windows displays a list of the internal and external storage devices installed 
on your computer, something like this: 


w My Computes i 


ple Edt view Favoritos Took Keir 


-F Doa a \l ome 
C=: OaE e 

Address E My Computer 

Folders X __Hard Disk Drives. 

[E] Desktop pem 

E 6 My Documents ie I DIsk (C: 

E i My Computer ae gega 
& MA 31% Floppy (A:) 
i Sw Local Disk (c:) 
ic) QB CD Drive (D:) 
@ dh CD Drive (E:) on 
& (> Control Panel HA 31A Floppy (A:) @) CD Drive (D:) 

(E Logitech QuickCam Express Qa ee 
fH ©) My Network Places 


«i Recycle Bin &) CD Drive (E:) 


Scanners and Cameras 


a 
a Logitech QuickCem Express 


__ Devices with Removable Storage 


E% Bie My Computer 


A camera is installed. The CD-RW drive is 


installed as drive E. 


Burning Your Own CDs 


CD burning 


DE With CD-Recordable (CD-R) burners and CD-ReWritable (CD-RW) drives now becoming 


more budget-friendly options, Windows XP provides an easy CD burning feature that 
enables you to copy (or burn) your files, photos, music, and software to a compact 
disc (CD) without the need for third-party software. Most CDs have a data capacity of 
approximately 650 MB. 


To burn data to your installed CD-RW drive: 
1 Inserta blank CD in the CD-RW drive. 
2 On the Start menu, click My Computer. 


3 Browse to the folder containing the files you want to copy to CD, and click 
the Copy this folder task. 


In the Copy Items dialog box, click the CD drive, and then click Copy. 
Click the balloon note that tells you files are waiting to be copied. 


On the CD Writing Tasks menu, click Write these files to CD. 


“uO 01 A 


Follow the CD Writing Wizard's instructions to complete the process. 
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Installing a New Software Program 


Software programs can be installed from a variety of sources: a CD-ROM, a floppy 
disk, a file on your computer, over a network, or over the Internet. 


Regardless of the sources of the installation files, almost all software programs are 
installed by running an executable file that is usually called Setup.exe. Many software 
manufacturers use files called autorun files, which are located in the root directory of 
the place from which the program is being installed—usually a CD-ROM. When you 
insert the CD-ROM into its drive, your computer checks the drive, and if it finds an 
autorun file, it starts it. The autorun file in turn starts an executable file that either 
leads you through the setup process or simply starts the program contained on the 
CD-ROM. Autorun files take the guesswork out of the setup process, because they 
don’t require you to browse to a specific location, find a specific file, run a specific 
program, or make any sort of decision about which installation action to take. 


Troubleshooting 


With Windows XP, only a user with administrative privileges can install certain pro- 
grams on your computer. If you do not have administrative privileges for the com- 
puter on which you want to install new software, you might find that the installation 
procedure simply fails. The software setup program might just appear to crash, and 
you might not suspect that the wrong privileges are the culprit until your third unsuc- 
cessful attempt! Check with your network administrator or the person who created 
your user account if you can’t install a program. 


Many companies supply free software or software upgrades that can be downloaded 
or installed from the Web. To install a program from the Internet, click the link that 
is provided. Depending on the type of installation file, you might be offered two 
options—to run the installation file from its current location on the Internet or to 
download the installation file to your own computer and run it locally. If you have a 
high-speed Internet connection through a DSL modem or a cable modem, it is sim- 
plest to run the installation file from the Internet. If your connection is not very fast or 
is unreliable, it is usually easier to download the file and run it locally. 
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Depending on the location from which you are installing the program, you might 
have to enter a unique registration code, called a product key or CD key, during the 
setup process: 


E Ifyou are installing the program from a CD-ROM, the product key is usually 
located on a sticker on the back of the CD-ROM jewel case. 


E Ifyou work for a company that keeps the most current versions of their 
licensed software on one or more servers rather than distributing it on CD- 
ROM to their employees, your network administrator will be able to supply 
the product key. 


@ Ifyou are installing the program from the Internet, you might not need a 
product key, but the software supplier might request or require you to register 
with the company before installing the software. The main purpose of this 
requirement is to add you to software manufacturers’ mailing lists so that 
they can follow up with marketing materials and other information. The 
E-mail User Protection Act (HR 1910) requires that companies provide you 
with a means to remove yourself from mailing lists, and you can generally find 
a removal link or instructions at the bottom of the e-mail messages you 
receive from the company if you would prefer not to receive further messages. 


Product keys are one of the methods software manufacturers use to try to prevent 
software piracy. A program that requires a product key for installation can’t be 
installed without it. If you lose your product key, you won't be able to install the pro- 
gram in the future, unless you have registered your copy of the software and can suc- 
cessfully appeal to the software manufacturer for a replacement product key. 


Many programs offer multiple installation options, such as default, complete, or cus- 
tom. Some programs that are installed from a CD-ROM offer the option of copying 
large files to your computer or accessing them from the CD-ROM when needed. You 
might have the option of waiting to install rarely used program features the first time 
you need them to save space on your hard disk for the features that you do need. 
When choosing your installation type, consider the way in which you will use the 
application, the amount of space required by the application, and how much space is 
available on your hard disk. Also think about whether the installation source will 

be available to you later, in case you need to access files that aren’t installed to your 
computer or want to re-install the application. In most cases, the default installation 
fits the needs of the average user and is the best choice. 
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When you start the installation process, most programs offer you the opportunity to 
accept or change the installation location, which by default is usually a product- 
specific subfolder within the Program Files folder on your drive C. A progress bar 
might be displayed to keep you informed about what is going on during the installa- 
tion process, and depending on the program, you might be informed of specific 
actions and file installations as they occur. When the installation is complete, you 
might be required to restart your computer; in fact, some large program installations 
require multiple restarts. Restarting the computer allows the installation program to 
replace older versions of files that are in use and to clean up after itself. 


Tip 
You can change a program's settings or remove the program altogether through the 
Add or Remove Programs dialog box, which is available from Control Panel. 


In this exercise, you will install and uninstall a program from a folder on your 
hard drive. 


The program you will install in this exercise is located in the SBS\WindowsXP 
\Software folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM” at the beginning of this book.) This program will lead you through a tour 
of a computer-based training product called eclecticClassroom. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 

2 On the Start menu, click My Computer. 

3 Browse to the SBS\WindowsXP\Adding\Software folder. 
4 Double-click Setup (the one with the computer icon). 


The installation program starts, and walks you through the process of install- 
ing the eclecticClassroom Tour on your computer. 


5 Click Next on each page to accept all the default installation options. 
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When the setup program is complete, an icon representing the program 
appears on your desktop: 


Icon for new 
program 


6 Double-click the eclecticClassroom icon to start the program. 


Close 7 — When you have finished exploring the program, click the Close button to 
close the program’s window. 


8 If you would like to remove the program, on the Start menu, click Control 
Panel. 


9 In the Control Panel window, click Add or Remove Programs. 


The Add or Remove Programs window opens, displaying a list of your cur- 
rently installed programs. 


10 Click eclecticClassroom Tour. 

The eclecticClassroom program listing expands. 
11 Click the Remove button. 

The eclecticClassroom uninstall program starts. 


12 Accept the default uninstall options to remove the program from your 
computer. 


When the uninstall process is complete, the icon no longer appears on your 
desktop. 
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Installing Windows Components 


Windows XP comes with a variety of components that are installed automatically dur- 
ing a typical installation. Others are available but are not installed unless you specifi- 


cally add them to your system. 


The Windows Components Wizard walks you through the process of installing, 


configuring, and removing Windows XP components, which include: 


M Accessories, utilities, and games 
M Function-specific programs including Fax Services, Indexing Service, Internet 


Information Services (IIS), Message Queuing, Networking Services, and other 
network file and print services 


M Microsoft Internet Explorer and MSN Explorer 
E Management and monitoring tools 


M Automatic updating of root certificates 


To start the Windows Components Wizard, in the Control Panel window, click 
Add or Remove Programs, click Add/Remove Windows Components, and fo 
low the directions. 


Starting Programs Automatically 


]- 


If you use certain programs every day, you can easily have Windows start them for 
you whenever you log on to Windows. For example, some people start their e-mail 


program first thing in the morning and don’t quit it until just before they go home 


Other people might work all day in a particular accounting program. You might want 
to open your company’s intranet site each morning to look for updates, or you might 
want to open your favorite Web site to check your horoscope. Whatever the reason, 
you shouldn’t have to go through a repetitive sequence each day when Windows can 


do it for you. 

Tip 

If the program you're starting requires a user account name and password, you w 
still have to enter that yourself. 


To specify that a particular program should start automatically, you place a shortcut 


to 


the program in the Startup folder. Each user has his or her own Startup folder, and 
there is also a Startup folder that applies to all users, so you can choose to make a 


program start automatically for everyone, or just for you. 
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You can access the Startup folders through the Start menu, or through Windows 
Explorer, You cannot access another user’s individual Startup folder, but you can 
access the folder that pertains to all of the people who use your computer. 


In this exercise, you will specify that a program be started automatically when anyone 
logs on to your computer. This example uses Microsoft Paint, but you can substitute 
any other program. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, right-click Startup, and then click 
Explore All Users on the shortcut menu. 


You can click Explore to open your own Startup folder, or click Open to open the 
Startup folder with the Folders list closed. 


Windows Explorer opens to the C:\Documents and Settings\All Users 
\Start Menu\Programs\Startup folder, with the Folders list open: 


DER 
a 


Microsoft Office 
A Shortest 


3 In the Folders list, click Accessories to expand the Accessories folder: 
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® Accessories 


Fie Ed vew Favorites Tools Help ap i 

pe ~ — } 

Qua- O IP Pre | rains | E- | 
Address a C:\Documents and d Settings\All Users. WINDOWS|Stert Menu u\Programs\Accessones * E ca i 
Folders as E | 
G Desktop a e Accessbity a Communications | 
ns ð My Documents 
= a My Computer 

= B av Floppy (a:) ie Entertainment Ra System Tools 
= © Local Disk (C:) 
S © Documents and Settings N 
E D Administrator o F : Beet 
= © Altisers i 24B 2B 
2 © All Users. WINDOWS 
ÖD Desktop i Scanner and Camera Wizard AN Windows Movie Maker 
O Favortes Pd Shortcut N Shortcut 
1 KB > 1KB 
% (© Shared Documents ta HB 


4 Move the left pane's vertical scroll bar until the Startup folder is visible. 
5 In the right pane, point to the shortcut to the Paint program, hold down the 
right mouse button, and drag the program to the Startup folder in the left pane. 
When you release the mouse button, a shortcut menu appears. 
Troubleshooting 


Close 


E 


The shortcut menu appears because you used the secondary mouse button to drag 
the file, rather than the primary mouse button. If you use the primary mouse button 
to drag the file, it moves to the folder, and you don’t see the shortcut menu. 


6 


mJ 


10 
11 


Click Copy Here on the shortcut menu. 

A copy of the shortcut is created in the Startup folder for all users of your 
computer to access. 

In the Folders list, click the Startup folder to display your new shortcut. 
Click the Close button to close the Startup window. 

On the Start menu, click Log Off, and then click Log Off in the Log Off Win- 
dows dialog box. Then log back on again. 

After Windows starts up, a new Paint window opens. 

Click the Close button to close Paint. 


You probably don’t want Paint to start every time you open Windows, so 
repeat step 2 to open the Startup folder, delete the Paint shortcut, and 
close the folder to return your system to its original condition. 
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different views, Om -© B Psar Ers F 


Create new files, folders, | ; 
and compressed folders, 
page 113 


Find files on your 
hard disk, ona 
network, or on 


the Internet, 


page 122 
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File Edt View Favorites Tools Help 
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i] Picture Tasks a g 


ED Get pictures From 
camera or scanner 


| fd View as a slide show 
(3 Order prints online 
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Eh Set es desktop 
background 


f Bean Trees Beethoven's Symphony 
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Edit 
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Help 


P Search È Folders 
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My Computer 
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s What kind of folder do you want? -- 
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Folder pictures - q. m 
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Folder icons: a 


© Search Results 
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For all views except Thumbnails, you can change the standard 
"folder" icon to another icon. 


! ED 
coe 


| Address K) search Restle. 


Search Compenion xX Name raver h Fold 
n To start your search, follow the | 


What do you want to 
search for? 


Pictures, music, or video 


Documents (word 
processing, 
spreadsheet, etc.) 


All files and folders 


Chapter 5 
Working with 


Files and Folders 


After completing this chapter, you will be able to: 


~ Find your way around your computer. 

Y Look at different views of your files and folders. 

Y Create, edit, delete, move, and rename files and folders. 
Y Find files and folders. 


Your computer stores information in the form of files. There are many different types 
of files. Some are used to run programs, some are created by programs, and some 
are created by you. The files used or created by programs include executable files 
and dynamic-link libraries (DLLs). These files are sometimes hidden to prevent 
accidental deletion of important data. The files you create include documents, spread- 
sheets, graphics, text files, slide shows, audio clips, video clips, and other things that 
you can open, look at, and change using one of a variety of applications. 


Files are organized on your computer in folders. When Microsoft Windows XP is 
installed on a computer, it creates four system folders: 


B Documents and Settings. This folder contains a subfolder for each user 
profile—each user who has logged on to the computer or who has logged 
on to a network domain through the computer. Windows XP may create 
multiple profiles for one person if that person logs on in different ways. For 
example, you might have one folder for when you are logged on to the 
domain and another folder for when you are not logged on to the domain. 

B Program Files. This is the folder where most programs install the files they 
need in order to run. When you install a new program, you are generally 
given the opportunity to change the installation folder; if you accept the 
default, the program is installed in this location. 

M ‘temp. The operating system and various other programs might store tempo- 
rary files in this folder. 

E WINDOWS or WINNT. Most of the critical operating system files are stored in 
this folder. You can look, but unless you really know what you are doing, 


don’t touch! 
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Within each profile subfolder in the Documents and Settings folder, Windows XP 
creates three folders: 


m= My Documents. This folder is a convenient place to store documents, spread- 
sheets, and other files you want to access quickly. 


M My Pictures. This subfolder of My Documents has special capabilities for 
handling picture files. 


mM My Music. This subfolder of My Documents has special capabilities for 
handling music files. 


You shouldn't ever need or want to touch the folders used and created by your pro- 
grams, but knowing how to organize the files you create is essential if you want to be 
able to use your computer efficiently. 


All files have names, and all file names consist of two parts—the name and the 
extension—separated by a period. The type of file or the program in which it was 
created is indicated by the extension. The extension is a short (usually three 

letters, sometimes two or four) abbreviation of the file type. By default, Windows XP 
hides file extensions. If you would prefer to see your file extensions, open My Doc- 
uments (or any folder) in Windows Explorer, and on the Tools menu, click Folder 
Options, and display the View tab. Clear the Hide extensions for known file 
types check box, and then click OK to close the dialog box and apply your settings. 


Tip | | 
When discussing file types, people often refer to them by their extensions only, as in 
“I’m going to e-mail you some docs for your review.” 


Files also have icons, which are graphic representations of the file type. Depending 
on the way you're looking at your files, you might see a large icon, a small icon, or 
no icon. 


In this chapter, you will learn how to view and manipulate your files and folders. The 
practice files for this chapter are located in the SBS\WindowsxXP\Structure folder. 
(For details about installing the practice files, see “Using the Book’s CD-ROM” at the 
beginning of this book.) 
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More About Extensions and Icons 


Whether or not you can see extension and icons, every file has one of each assigned 
to it. Some of the most common file type extensions and icons include the following: 


File type Extension Icon File type Extension Icon 
Bitmap image .bmp N Dynamic-link library -dll E 
Microsoft Access .mdb b Microsoft Excel xls 

database spreadsheet 3] 
Microsoft .ppt Microsoft Word .doc Tt 
PowerPoint document A | 
presentation 

Zipped file .zip E Text file „txt 

Web file -Atm or html é} Wave sound file wav & 


Exploring Your Computer 


You can use Windows Explorer to view all the files, folders, drives, and peri- 
pherals on your computer, as well as those on any computers you are connected to 
through a network. Windows Explorer now has two views: 


M Folders view displays the hierarchical structure of files, folders and sub- 
folders, drives, and peripheral storage devices on your computer. It also 
shows any network drives that have been mapped to drive letters on your 


computer. 

Context- ™ Tasks view displays links to tasks and places that are related to the folder 
oo you're currently looking at. The tasks and places are updated automatically 
new for 
WindowsXP based on the contents of the folder. 


You can open a specific folder in Windows Explorer by using the Start menu 
options, the Windows Explorer Address Bar, or the Address toolbar on the taskbar. 
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In this exercise, you will start Windows Explorer in Folders view, explore the files 
and folders on your computer in different views, and practice navigating between 


folders. 


There are no practice files for this exercise. 
Follow these steps: 
T Log on to Windows, if you have not already done so. 


2  Onthe Start menu, point to All Programs. 
The All Programs menu expands: 


FH Activate Windows 
New Office Document 
a Open Office Document 
4È Windows Catalog 
&% Windows Update 


Accessories b 
Adobe Acrobat 4,0 > 
Games b 


Secondary menus are 
indicated by right arrows. 


HyperSnap-Dx 
pols > Newly installed programs 

fff) PKWARE > are highlighted. 

(QuickTime b 

Startup > 

Ray Vision b 

5 Internet Explorer 

A! ; 

Microsoft Excel 

Microsoft Outlook 

Microsoft PowerPoint 

Microsoft Word 

M MSN Explorer 

‘4 Outiook Express 


The content of this file list 
varies depending on your 
installed programs. 


w 
ya! Remote Assistance 
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3 On the All Programs menu, point to Accessories. 
The Accessories menu expands: 


zai) 


© Accessibility 
an Communications 
@ Entertainment 
©) System Tools 
J Address Book 
WB Calculator 

GI Command Prompt 
Imaging 

B Notepad 

Y Paint | 
@) Program Compatibility Wizard | 
@& Synchronize | 
® Tour Windows xP 


@® Windows Explorer 
QA Windows Movie Maker 


v 


v 


B WordPad 


All the programs on this menu are part of a typical Windows XP installation. 
q On the Accessories menu, click Windows Explorer. 
Tip 
You can quickly display Windows Explorer by right-clicking the Start button and click- 
ing Explore. If you have a key on your keyboard, you can hold down this key and 
press [E}. You also can create a shortcut to Windows Explorer on your desktop to 
make it easily accessible. Right-click a blank area of the desktop, point to New, and 
then click Shortcut. In the Type the location of the item box, type explorer.exe, 
and click Next. In the Type a name for this shortcut box, type Explorer (or accept 
the default), and click Finish. To make the shortcut accessible when open windows 


obscure the desktop, you can drag the shortcut to the Quick Launch toolbar on 
the taskbar. 
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Windows Explorer opens your My Documents folder in Folders view, looking 
something like this: 


The menus on the menu bar group 
commands in categories. 


The toolbar 
provides 
buttons for 
common 
actions 
associated 
with the 
window’s 
contents. 


The highlight indicates your current location. 


Plus signs indicate that the folder or device shown has subfolders. 


Tip 
Your specific Windows Explorer display can vary depending on the hierarchical struc- 


ture of your computer and whether you have explored its contents before. For exam- 
ple, the Address Bar might not be visible in your Windows Explorer window. 


Below the title bar, most windows have a menu bar with several categories 
of actions, called menus. Each menu lists a number of commands that you 
can carry out on the files and folders displayed in the window. Below the 
menu bar you see one or more toolbars of various types. These toolbars 
provide buttons that enable you to carry out common actions, often with a 
single mouse click. 
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k> Folders 


Folders view displays the folder structure on the left and the contents of the 
selected folder on the right. For example, in the screen graphic on the facing 
page, the My Documents folder is selected on the left and its contents are 

shown on the right. This is the traditional Windows way of looking at things. 


On the toolbar, click the Folders button. 


The Windows Explorer window changes to look like this: 


@ My Documents 
Fie Edt vew Favortes Toos Hep 


File and Folder Tasks 


T Mate o new fader 
@ Frcesh thes Folder to the 
wed 


2 Share ths folder 


Other Places 


9 Desktop 
My Comourer 
Ey My Network Places 


Details 


The right pane still displays the contents of the current folder, but the left 
pane now displays a list of tasks and places that are relevant to the cur- 
rently selected folder or file. This is the Windows XP way of looking at things. 


Tip 
Clicking the Folders button toggles the Folders pane open and closed. Folders view 
appears over Tasks view and has a Close button. You can close Folders view by click- 


ing this button, revealing the hidden Tasks view. You cannot click a Close button to 
close Tasks view. 


6 Click the Folders button again to return to Folders view. 


7 In the left pane, click My Computer to see the list of drives and removable 
storage devices that your computer contains. 


8 Click Local Disk (C:) to see the list of folders stored there. 
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impor 


If the right pane does not display the contents of the root directory, click 
Show the contents of this folder. 


The left pane now displays the folders created by Windows and the SBS 
folder in which the practice files from this book’s CD-ROM are installed, as 
well as any other folders you have created in the root directory. 


The SBS folder will be visible only if you installed the practice files in the default 


folder. If you did not install the practice files, or if you installed them in an alternate 
location, you will not see them here. 


The right pane displays the contents of the root directory. As you can see 


here, the subfolders displayed in the right pane are the same as those listed 
in the left pane: 


® Local Disk (C:) 


File Edit View Favorites Tools Help 


(ELS X Š Pi po Search E Folders | fie} 
l adaress liech Te m al 


i e == 
a Program Files 
& a My Documents 


3 My Computer 


® WB 3% Floppy (A:) J WINDOWS 
ae 
S (@ Documents and Settings 
8 ) Program Files 
B & ses 
E G winpows 
& Gb cp Drive (033 
® & CD Drive (E:) 
6 ( Control Pane! 
G Logitech QuickCam Express 
# ey My Network Places 
‘@ Recycle Bin 


Be Local Disk fc: 
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10 In the left pane, click Documents and Settings to expand the folder. 
11 Click All Users to expand that folder. 


The All Users folder contains four subfolders: Desktop, Favorites, Shared 
Documents, and Start Menu. Files, programs, and shortcuts contained in 
these folders are available to everyone using this computer. 


12 In the left pane, click each of the folders and subfolders in the All Users 
folder to view the contents of that folder. 


13 Click the minus sign next to the All Users folder to contract the folder 
structure. 


14 Click your own user name to expand your user profile. 
In Home Edition, click your name, not the user name.computer name. 
15 In the right pane, double-click the My Documents folder. 


In Home Edition, click your personalized folder (for example, Joan’s Docu- 
ments). 


The folder is highlighted in the left pane, and its contents are displayed in 
the right pane. The folder name appears on the window's taskbar button, 
and the full path to the folder is displayed in the Address Bar. 


Tip 

The path of a folder or file gives the address where the folder or file is stored on your 
hard disk. A typical path starts with the drive letter and lists the folders and subfold- 
ers you have to go to, separated by backslashes (\), to find the folder or file. If the 
Address Bar is not visible, you can turn it on by right-clicking the toolbar and clicking 


Address Bar on the shortcut menu. You might then have to right-click the toolbar and 
click Unlock the Toolbars to be able to drag the Address Bar below the toolbar. 


16 Inthe right pane, double-click the My Pictures folder. 


The folder contains a shortcut to a Sample Pictures folder, whose icon dis- 
plays previews of up to four pictures in the folder: 


In Home Edition, you might not see these pictures. 
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17 Double-click the Sample Pictures folder. 
The contents of the folder are displayed: 


DO ma 
Blue hills Sunset Water lilies Winter 


When you double-click the shortcut, you link to the folder to which the 
shortcut points. In this case, the shortcut links to the All Users folder. 
The Address Bar reflects link’s target location. 

18 On the toolbar, click the Back button. 


You return to your last location, your own My Pictures folder. 


€) Back ~ 


Forward 19 On the toolbar, click the Forward button. 
© ; You return to the Sample Pictures folder. 
Up 20 On the toolbar, click the Up button. 
ei You move up one folder to the C:\Documents and Settings 
\All Users. WINDOWS \Documents\My Pictures folder. 
Close 21 Click the Close button at the right end of the window’s title bar to close 


x| the window. 
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Viewing Files and Folders in Different Ways 


New ways of On the right side of the Windows Explorer window, you can view your files and fold- 


viewing files : ; ; : : a 

andpictures CSi several different ways. You can view thumbnails or slideshows of graphic files, 
new for display file and folder types as tiles or icons, or view a detailed or not-so-detailed 
WindowsXP 


file list. The view options for each folder are available on that folder window’s tool- 
bar, and they vary depending on the contents of the folder. Available views include 
the following: 


M3 Details view displays a list of files or folders and their properties. The proper- 
ties shown by default for each file or folder are Name, Size, Type, and Date 
Modified. For pictures, the defaults also include Date Picture Taken and 
Dimensions. You can display a variety of other properties that might be perti- 
nent to specific types of files, including Date Created, Data Accessed, 
Attributes, Status, Owner, Author, Title, Subject, Category, Pages, Comments, 
Copyright, Artist, Album Title, Year, Track Number, Genre, Duration, Bit Rate, 
Protected, Camera Model, Company, Description, File Version, Product 
Name, and Product Version. 


© = Filmstrip view displays the currently selected picture at the top of the win- 
dow above a single row of smaller versions of all the pictures in the cur- 
rent folder. This option is available only for the My Pictures folder and its 
subfolders. 


™@ = Icons view displays the icon and file name for each file or folder in the cur- 
rent folder. 

© = List view displays a list of the files and folders in the current folder, with no 
additional information other than the file name and a small icon representing 
the file type. 

E = Thumbnails view displays up to four miniature representations of the files 
contained in each folder. These thumbnails are displayed on top of a folder 
icon that is about an inch and a half square. Thumbnails of individual files 
display a miniature of the file if it is an appropriate type (such as a graphic), 
or an icon representing the type of file. The file or folder name is displayed 
below the thumbnail. 

© = Tiles view displays a large file type icon or folder icon, the file or folder 
name, and up to two additional pieces of information for each file in the cur- 
rent folder. The additional information varies depending on the type of file. 


In this exercise, you will open a folder in Windows Explorer, navigate to another 
location using the Address Bar, and then view a group of files in several different 


ways. 
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The practice files for this exercise are located in the SBS\WindowsxXP\Structure 
\Views folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM?” at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 = On the Start menu, click My Computer. 
The My Computer folder opens in Windows Explorer: 


T My Computer fe elx 
File Edit View Favorites Tools Help 


GD arc © 2 p3 po Search fE; Folders Ea 
soe ae SS ees ee ee 


= re e 


q My Computer 
me ECS a Folin $ HardDisk Drives 
f System Tasks 


View system Information nee Local Disk (C:) 
| ra) Add or remove programs i 
SGP change a setting 


Í Devices with Removable Storage 


Other Places is j a 
j 2 HH S Floppy (Az); © Drive (D:) 
ar, 


i} My Network Places ae 


E My Documents 
G Control Panel CD Drive (E:) 
wh ye a 


h Details Scanners and Cameras 


My Computer 


System Folder 
Logitech QuickCam Express 


az My Computer 


The right pane displays the drives and folders contained in My Computer. 
The left pane displays a list of tasks and places that are relevant to My 
Computer. 


3 Click in the Address box on the Address Bar. 


Tip. 


If the Address Bar is not visible in your current view of Windows Explorer, right-click 
the toolbar, and click Address Bar on the shortcut menu. You might then have to 
right-click the toolbar and click Unlock the Toolbars to be able to drag the Address 
Bar below the toolbar. 


My Computer is highlighted, and anything you type will now replace it. 


4 Type C:\SBS\WindowsXP\ Structure \ Views. (If practice files are not stored 
on drive C, substitute the correct drive letter.) 
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e 5 Click the Go button. 
- You move to the specified folder. 
6 Click Cats to preview this picture: 


Fie Edt View Favortes Tools Help i ka 
Qaa - © 3 9 Search E Folders m- | 
a T 
addiess (ED C:\SBS\WindowsXP\Structura\views: : p - “Boe | 
a 


rA 
©] Picture Tasks 


UD Set rictues from 
camera ot scanner 
F] View os a shde show 


The left — E al 
pane links Bese ser 
to tasks © Cory to 

and places 


related to i File and Folder Tasks Â 
this folder. << aet OO ar 


Gy Move ths fae 
CL) “ony ths fie 


Pubish thes fle to th i i. 
ore tothe ' | 
2 Enma thes ne = it 
MK Deere this Ae É 


Fa Bean Traes Beathoven's Symphony Boat Guy 
Other Places A No. 9 (Scherzo) 


i) Rrocture - ”" 


start 


The current view displays file type-specific tiles for each file, along with the 
file name and selected file information. 
Tip 
If you have changed the default folder view, your window might look different 
from this one. 


Views 7 On the toolbar, click the Views button. 


(taal A drop-down menu displays the view options available for this folder: 


File Edk Viaw Favorites Toots Halp 


Q - >) it jO Search g Foldars m: 


© C:\SBS\WindowsxP\Structure\ Views © Filmstrip 
Thumbnails 


UD Get pictures from 
camera or scanner 


{J View az a slide show 


The menu indicates that Tiles view is currently selected. 


8  Onthe menu, click Thumbnails. 
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The folder content is displayed in Thumbnails view: 


Fila Edt View Favortas Tools Halp 


Q ox © o- awe {O Search aul 


Address © c:\ses\wind c: \sesWrdowse Souci 


DB) Gat pictures from 
i camera Or scanner 


tA View as a side show 
@) Order prints online f Baan Trees Beethovan's Symphony Boat Guy 
| Gh Print this picture } No. 9 (Scharzo) 


a Set as desktop 
background 


E) Copy toc 


File and Folder Tasks (A 


Ei Rename this fila Lands End Love Boat Smiley 


f Move this file 
| in) Copy this File 
4 De) Publish this file to the 
Web 


£3) E-mail this He 
MK Delete this file 


Other Places 


The associated tasks and locations do not change, because you have 
changed only how you see the folder’s content, not the content itself. 


9 On the toolbar, click the Views button again, and then on the drop-down 
menu, click Icons to switch to Icons view: 


ek 
Fia Edit Viaw Favoritas Tools Help 


Q wx 2 ©- B: jo eamh E Folders E- 


Address je c: Asyran nataas 


N perena E B a, = B z Cig a 


< | Baan Traas Beethoven's Boat Guy ES Lands End Love Boat Readme 
j| ga Get pictures from - S Symphony .. 
il camera or scanner | 


] TA View as a slide show I E 4 
| 
( Order prints online i 
'l A Print this picture aay 


: Es Set as desktop 
background 


€) Copy to co 


File and Folder Tasks E a 


i =) Renama this file 
es Move this file 
| {Py Cony this file 
[=] Publish this file to the 
Web 
3) E-mail this file 
MH Delete this file 


Other Places 


fi) Structure 
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10 On the Views drop-down menu, click List to switch to List view: 


Fle Edt View Favortes Tool Help 


Q- QF psh [roos F- 
Adh ass. I C:\S8S\WindowsXP}Structure\Views a Jo 
A TEJ Boan Trees -= —_—.--_______ O 


pa E) Beethoven's Symphony No. 9 (Scherzo) l 
Boat Guy i 
ÜD Get pectures from 
camera or scanner E) Lands End 
Ng View as a side show @)Love Boat 
#) Order prints online (E) Readme 
' 
Piet ths pecture O} Smiley 


A Set as desttop 
backg ound 


© copy to cd 


11 On the Views drop-down menu, click Details to switch to that view: 


The up arrow indicates that the files are sorted 
in ascending alphabetical order by name. 


Folders ia 
address CQ C:\SBS\WindowsxP|Structure\Views er 
“Na Swe Type Date Modified 
IE] Been Trees 19KB DOC File 3/18/1999 4:14 AM 
E) Beethoven's Symphony No. 9... 600 KA Windows Media Aud.. 7/24/2001 10:00 PM 
Boat Guy 373KB JPEG Image 1/16/2000 12:06 PM 
701KB Bitmap Imege 12/6/1998 9:39 AM 
Bi) Lands End 155K8 JPEG Image 3/15/2000 11:08 AM 
WB) Order prets onion B) Love Boat 318KƏ JPEG Image 1/16/2000 12:06 PM 
dy Prt ths pete F) Readme 1KB Text Document 8/24/2001 5:36 AM 
BR Set as dest too SS smiley 30K8 Bitmap Image 8/19/2001 12:48 AM 
background 


®) Copy to © 


File ond Folder Tasks Â 


BY Poname thes fie 

tay Move this fie 

(DD Cony ths fte 

ie) Push thes fire to the 
Web 

(3 Ema this hie 

dK Delete thes fhe 
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42 Move the pointer over the column headings (Name, Size, Type, and Date 
Modified). 
As the pointer passes over each header, the header changes color to indi- 
cate that it is currently selected. 

13 Click Size. 


The eight files are re-sorted in ascending order by file size, as indicated by 
the up arrow next to Size. 


14 Click Size again. 


The eight files are re-sorted in descending order by file size, and the arrow 
changes direction to indicate the change of order. 


15 Right-click any of the column headings to display this shortcut menu: 


File Edit Wew Favorites Tools Help 


Q sak > @ B as E Fees (alle 


Sa Se a a a a 


Address |à C:\SBS\WindowsxP\Structure\ views as 
a i ol EE E 


| * Name 


et —_— ii a ae 
c EEKE 701KB Bitmap iy ” 37° 398 9:39 AM 
i 60GKB Windows ¥ Size 301 10:00 PM | 
ER Get pictures from 373KB PEGIm Y YPS DOD 12:06PM 1/16/2000 9: 
s camera or Soin SIBKB JPEG EN v Date Modified 500 12:06 PM 1/16/2000 9; 
Rd view as a slide show 155KB JPEG Im, Date Created boo 11:08 AM 
£9) Order prints online 30KB Bitmap) Attributes 501 12:48 AM 
' Ady Print this picture Bean Trees 19KB DOCFile| Owner 999 4:14 AM 
ise os decor E} Readme 1K@ TextDoq Author 501 5:36 AM 
fe ~ background Title | 
7 5 Copy to CD Comments H 
Artist ll 
Album Title H 
File and Folder Tasks Year | 
Track Number | 
E} Rename this file Gerra | 
{a Move this fle Duration | 
HR (fy Cony this fie , Bit Rate | 
KA Publish this File to the 4 | Protected l 
| Web Camera Model 
£4 E-mail this file REG i| 


| 3 Delete this fie 


The columns currently displayed on the right side of the window are 
indicated by check marks. Name is gray because the file name must be 
displayed. 

16 On the shortcut menu, click Author. 


A check mark appears next to your selection. When the menu closes, a new 
column called Author is displayed, and the names of the people who created 
the files are listed, for files that have associated authors. 
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17 Right-click a column heading, and click More on the shortcut menu. 
The Choose Details dialog box appears: 


Choose Details f ? IX) 
Select the details you want to display for the files in this folder. 


Details. 


(a 
Size 
| Y) Type 
Date Modified 
Author 
Date Picture Taken 
| Dimensions 
| E} Date Created 
E] Date Accessed 
| E Attributes 
| ©) Status 
C Owner 
| O Tile 
C Subject 


C Category 
ee al 


Width of selected column (in pixels}: | 


The currently displayed columns appear at the top of the list. 
18 Scroll through the list of available columns. 
19 Clear the Author check box, and click OK. 

The Choose Details dialog box closes. 


CREE 20 Click the Close button to close Windows Explorer. 


kg 


Looking at File and Folder Information 


Each file and folder has a variety of information associated with it, including its 
name, size, author, and many other items. You can view the information for all the 
files or subfolders in a folder by looking at the folder contents in Details view. You 
can look at the information for a specific file or folder by viewing its properties. 
You can also edit some file and folder properties. 
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Windows XP has a variety of special folder types. Storing files of the corresponding 
type in one of these folders enables you to use features that are desirable for that type, 
such as playing music clips or viewing photographs. Folder types include: 


Documents 
Pictures 
Photo Album 
Music 

Music Artist 
Music Album 
Videos 


In this exercise, you will add the Address toolbar to the taskbar, navigate to a direc- 
tory using the Address toolbar, view the properties of a file, view the properties of the 
folder, and change the picture shown on the front of the folder. 


The practice file for this exercise is located in the SBS\WindowsXP\Structure 
\Information folder. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 Right-click the taskbar. If Lock the Taskbar is selected on the shortcut 
menu, click it to unlock the taskbar. 

3 Right-click the taskbar again. On the taskbar shortcut menu, point to Tool- 
bars, and then click Address. 


The Address toolbar is added to the taskbar. It is currently minimized, 
like this: 


The dotted lines and double top border 
indicate that the taskbar is unlocked. 


Minimized Address toolbar 
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4 Position the pointer over the double dotted line to the left of the Address 
toolbar until the pointer changes to a double-headed arrow. Then drag the 
line to the left until you can see the entire Address toolbar: 


5 Click in the Address box, and type C:\SBS\WindowsXP\ Structure 
\Information. 


6 Click the Go button. 
o 


You move to the specified folder, which looks like this: 


® information 
Fie Edt View Favortes Tools Help 


O © m poze ( Folders i 


Aitdress S Cc: \SES\Windows'P\Structurenformtion 


Wi ries Tasks à 


Na preview available. 


The left 
pane 
displays 
links to 
tasks and) | OO as 
places 
related to m 
this folder. fga B] ©] so 
SG My Prtures 
| è hae pee = Bean Trees) E R E Party Guests 
The folder opens in Filmstrip view because the folder has been set up as a 
Photo Album. 
Troubleshooting 
If your folder does not look like this, click the Views button on the toolbar, and click 
Filmstrip. 


7 In the filmstrip at the bottom of the right pane, click Smiley. 
A preview of that file is displayed in the center of the window, as shown on 
the next page. 
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fe information 


File Edit View Favorites Tools 


On O # 


Picture Tasks 


EB) Get pictures From 
camera or scanner 


Wd View as a slide show 
g) Order prints online 
dy Print this picture 


f R Set as desktop 
background 


i & Copy to CD 


File and Folder Tasks 


E i Rename this file 
$ ay Move this file 
{ (DY Copy this file 

a ee this file to the 
$<) E-mail this file 
SK Delete this file 


Other Places 
ey Structure 


stait 


Help 


a Search "a Folders (ial: 


Addvess O) C:\SBS\WindowsXP\Structure\information 


Beethoven's Symphony 
No, 9 (Scherzo) 


TERK 


Party Guests 


: x . : 
\windawsxptstructure\infermation | 5) Go 


8 Click the Views button on the toolbar, and then click Tiles. 
The contents of the current folder are displayed in Tiles view. 


9 Right-click the Bean Trees file, and click Properties on the shortcut menu. 


This Bean Trees Properties dialog box appears: 


Bean Trees Properties 


General | Security 


Custom f Summary 


babe 
p Bean Trees 


Type of file: DOC File 


Opens with: 


fa WordPad 


Location. 
Size: 


Size on disk: 


Created: 
Modified: 


Accessed: 


Attributes: 


C:AASBS\WindowsxP\Structure\Information 
19.0 KB (19,456 bytes] 
20.0 KB (20.480 bytes} 


Yesterday, August 24, 2001, 5:43:33 PM 
Yesterday, August 24, 2001, 5:49:33 PM 
Today, August 25, 2001, 6:43:58 PM 


C] Readony [E] Hidden 
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10 Click each tab, and look at the information. Then click Cancel. 
11 On the Other Places menu, click Structure to move up one level. 


The subfolders of the Structure folder are displayed: 


Structure 
Fie Edt vew Favorites Tools Help 


(e) © 2 p> Search {> Folders (ie 


Ades ID CASBs\windowsPiStructue J 


f Creating! = Informetion 
n Orgenizing “a Views 
w Seerching 


File and Folder Tasks 


DD Mate e new folder 
AÈ Puowsh ths foider to the 
web 


[A] Shave ths folder 


Other Places 


D Wdowa? 
É) My Documents 

E] My Comoter 

wy My *etwork Places 


Details 


(© c:\sbs\windowsxp\structure}, w [>] 60 J 


12 On the Views menu, click Thumbnails. 
The contents of the folder are displayed in Thumbnails view: 


Structure 
Fie Edt View Favorkes Toos Help 


©: oO ø po search [Pe Folders a 


Address (3 C:\SB5\WindowsxP\Structure 
File and Folder Tasks 


DJ Make 4 new folder 
@ Publish thes folder to the 
web 


| j 
ES Share thos folder Erecting} Informetion Orgenizing Seerching 


Other Places 


E WindowsxP 

J Mr Documents 

Sy My Computer 

E} My Network Pieces 


1G c\sbs\wndowsxpistructure\ {v Bso Ri: 
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For all the folders that contain graphics, a selection of their graphics is dis- 
played on the folder thumbnails. 

13 Rightclick the Information folder, and then click Properties on the short- 
cut menu. 
The Information Properties dialog box appears. 

14 Look at the information on the General, Sharing, and Security tabs. 
In Home Edition, the dialog box does not have a Security tab. The informa- 
tion on the tabs is identical to that in a file’s Properties dialog box. 

15 Click the Customize tab: 


Information Properties 
General | Sharing || Security| Customize 


What kind of folder do you want? 
_ Use this folder type as a template: 


iPhoto Album (best for fewer files} 


l Also apply this template to all subfolders 


l ' Folder pictures 
| For Thumbnails view, you can put a Preview: 


i 
| picture on this folder to remind you of 
| the contents. 

\ 


Restore Default 


Folder icons 


| | Choose Picture... 


For all views except Thumbnails, you can change the standard 
“folder” icon to another icon. 


a 


16 Click the down arrow to the right of the Use this folder type as a template 
box to view the list of available folder templates. 


The Photo Album type is currently selected. 
17 Click the down arrow again to contract the list. 
18 In the Folder pictures section, click Choose Picture. 


The Browse dialog box appears, displaying the graphic files contained in the 
Information folder. 


19 Click Smiley, and then click Open to close the dialog box and apply your 
selection. 
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20 Click OK to close the Information Properties dialog box and save your 
changes. 


The Preview picture changes to display only the smiling face drawing. 
Close 21 = Click the Close button to close the window. 


Creating, Editing, and Deleting Files and Folders 


Each application on your computer creates files of a particular type. For example, 
Microsoft Word creates documents (DOC files), Microsoft Excel creates spreadsheets 
(XLS files), Microsoft Access creates databases (MDB files), and so on. You can also 
create and edit simple text documents and graphics using the tools that come with 
Windows XP. 


As you create these files, you will want to create folders in which to organize the files 
for easy retrieval. 


Compressed When you buy a computer these days, it likely comes with a hard disk that will 
oe folders store several gigabytes (GB) of information. A gigabyte is 1 billion bytes, and a byte 
Windows*P is a unit of information that is the equivalent of one character. Some of your files will 

be very small—1 to 2 kilobytes (KB), or 1000 to 2000 bytes—and others might be 
quite large—several megabytes (MB), or several million bytes. If you create enough 
files that you start to get concerned about running out of hard disk space, you might 
want to zip folders. A zipped folder is a folder whose contents are compressed. 

The folder can contain the files you have created, program files, or even other fold- 
ers. Compressed content takes up less space and is easier to copy or move from one 
place to another, especially if you are doing the copying via e-mail. Zipped folders 
are indicated by a zipper on the folder icon. You can protect a zipped folder with a 


password. 


In this exercise, you will create a new folder and two new files: a text document and 
a picture. You will then compress your two new files into a zipped folder and delete 
all the files and folders you created in the exercise. 


There are no practice files for this exercise, but you must have installed the practice 
files from this book’s CD-ROM so that you have the SBS\WindowsxXP\Structure 
\Creating folder on your hard disk. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 If the Address toolbar is not open on the taskbar, open it by right-clicking the 
taskbar, pointing to Tooibars on the shortcut menu, and clicking Address. 
Then resize the toolbar by dragging the dotted line to the left. 
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impor 


3 Click in the Address box, and type C:\SBS\WindowsXP\ Structure 


\Creating. 
Click the Go button. 
The window for the specified folder opens in Windows Explorer. The folder is 
empty. 
Views 5 Click the Views button, make sure that Tiles is selected on the drop-down 
Ei menu, and then click away from the menu to close it. 


6 Read the list of tasks currently available on the File and Folder Tasks menu. 
Because the folder doesn’t contain any files, all three available options are 
related to folders. 

7 ‘On the File and Folder Tasks menu, click Make a new folder. 


A new folder is created with the name New Folder. The file name is selected 
so that you can change it: 


= Creating 
File Edit View Favorites Tools Help 


GD cock (>) q & PO search [ies Folders AEG 
se metas ee ee T Dag 


Address © ci\585\windowsxP\structure\creating 


File and Folder Tasks ta) Cl Few Folder Ill 
© Make a new folder 2 
KA Publish this folder to the 

iweb 


E Share this folder 


Other Places 

È) Structure 

0 My Documents 

i My Computer 

4) My Network Places 


Details 


RM Creating E sbs\windowsxp\structure\creating ‚%4 B | So 
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8 Type My Folder, and then press [trer], 
9 Double-click your new folder to open it. 


10 Right-click the empty right pane, and on the shortcut menu, point to New, 
and then click Text Document. 


A new text document is created with the name New Text Document. The file 
name is selected so that you can change it. 


11 Type My Text File, and then press [e«]. 


The file is renamed, and the file name, file type, and file size are displayed 
next to the file’s icon. Because the file is empty, the size is O KB. 


The File and Folder Tasks menu changes to reflect the addition of your 
new file. 


12 Double-click the file icon. 
The text document opens in the Notepad program, where you can edit it. 
Tip 


Notepad is a text-editing program that comes with Windows XP. 


13 Type This is a text file that | created in Windows Notepad. 


Close 14 Click the file's Close button to close the file, and click Yes when you are 
ud prompted to save your changes. 


The file information changes to reflect a new file size of 1 KB. 
Tip 
This file doesn't really contain 1000 characters. The file size next to a file is rounded 
up to the nearest whole kilobyte. 


15 Right-click an empty area of the right pane, and on the shortcut menu, point 
to New, and then click Bitmap Image. 


A new graphic file is created with the name New Bitmap Image. The file name 
is selected so that you can change it. 


16 Type My Graphic File, and then press [t]. 


The file is renamed, and the file name and file type are displayed next to the 
file’s icon. 
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17 Right-click the graphic file, and click Edit on the shortcut menu. 
The file opens in the Microsoft Paint program: 


* My Graphic File - Paint SaR) 


File Edit View Image Colors Help 


_ Ses > 
SERRE 
aime i tm | (mim | 14 


For Help, click Help Topics on the Help Men E- 


Because it is a new file, the canvas is empty. 


Maximize 18 Click the Maximize button to make the window fit the screen. 
i 
Tip i 
Paint is a simple graphics program that comes with Windows XP. You can use Paint 


to create simple bitmap images and to edit graphics in the bitmap format. Bitmaps 
represent images as dots, or pixels, on the screen. 


19 Experiment with the Paint tools as you paint a picture of any kind. (Click a 
tool, move the pointer over the blank canvas, and drag the pointer to use the 
tool.) When you're done, click the Paint window's Close button, and click Yes 
when you are prompted to save your changes. 


The file information changes to reflect the size of the graphic; in this case, 
the file is 400 pixels wide x 300 pixels high. 


20 Click the text file to select it, hold down the [è] button, and then click the 
graphic file to select it as well. 


As you select each file or combination of files, the File and Folder Tasks 
menu changes to reflect the currently valid options. 
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Up 


21 


22 


23 


24 


25 
26 


Tip 


Right-click the selection, and on the shortcut menu, point to Send To, and 
then click Compressed (zipped) Folder. 


If you are prompted to associate ZIP files with compressed (zipped) folders, 
click Yes. 


A zipped folder named after one of the selected files is created: 


Be My Folder aga 


Fie Ede View Favortes Toos Help ar 


Qua- QP Pave Draws T 


Fite and Folder Tasks 


Wy Move the selected tems 

{) “py the selected tems 

@ Putken the seected tems 
tothe Wed 


LI Ema the setected tere 
JK Detere the selected tems 


E sbs\windowsxp\structure\creating ¥ Bh 


Double-click the zipped folder to open it. 
You can see your files inside. 


On the toolbar, click the Up button two times to return to the SBS 
\WindowsXP\Structure\Creating folder. 


Click the My Folder folder to select it. 


On the File and Folder Tasks menu, click Delete this folder, and click Yes 
when you are prompted to confirm the deletion of the folder and its contents. 


If you want to save your text file or graphic file, skip step 26. 


27 


Click the window’s Close button to close it. 
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Working with Files and Folders on Multiple Computers 


if vou regularly work on more than one computer, you probably need a simple way of 
moving files back and forth between computers. You can use Briefease to help avoid 
the confusion of having different versions of the same file in different places. You 
can store files in Briefcase, carry Briefcase to another computer, and then carry 
Briefcase back to your main computer, where Briefcase will synchronize the working 
version with the originals. To use Briefcase: 


1 Right-click the desktop, or right-click an empty area of the right pane in 
Windows Explorer. 


2 On the shortcut menu, point to New, and then click Briefcase. 
A new folder named New Briefcase is created. 


3 Right-click the briefcase icon, click Rename on the shortcut menu, and give 
the briefcase any name you want. 


4 Double-click the briefcase icon to open it in Windows Explorer. (If you see an 
information window, read the inforrnation, anc click Finish.) 

5 Drag your files into the briefcase. 
A copy of each file is created inside the briefcase. The copy is linked to the 


original file, and the location of the original file and its status (whether the 
files are synchronized) is dispiayed. 


6 Move the briefcase folder to a floppy disk or other portable storage medium, 
or copy the briefcase folder to your laptop computer over the network or via a 
direct cable connection. 


7 Work on the original files or the files inside the briefcase. 


8 After you make changes, insert the disk containing the briefcase into your 
main computer, or reconnect your laptop computer to your main cornputer, 
and click Update All on the Briefcase menu to bring your files up to date. 


Moving and Renaming Files and Folders 


When you have accumulated enough files that you need to organize them in some 
way, you can easily make copies of existing files and folders, move files and folders 
from one location to another, and rename files and folders. The organization methods 
of copying, pasting, moving, and renaming are the same for both files and folders. 


In this exercise, you will make copies of files and folders using four different methods 
and then move files between folders using two different methods. 
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My Graphic File 


The practice file for this exercise is located in the SBS\WindowsXP\Structure 
\Organizing folder. (For details about installing the practice files, see “Using the 
Book’s CD-ROM” at the beginning of this book.) 


Follow these steps: 


1 
2 


Log on to Windows, if you have not already done so. 


If the Address toolbar is not open on the taskbar, open it by right-clicking 
the taskbar, pointing to Toolbars, and then clicking Address. Then resize the 
toolbar by dragging the dotted line to the left. 


Click in the Address box, and type C:\SBS\WindowsXP\ Structure 

\ Organizing. 

Click the Go button. 

The SBS\WindowsxXP\Structure \ Organizing folder opens in Windows Explorer. 
The folder contains two subfolders named Folder 1 and Folder 2. Folder 1 
contains a file called My Graphic File. Folder 2 is currently empty. 


Click the Views button, and make sure that Tiles is selected. 


Click Folder 1 to select it. On the File and Folder Tasks menu, click Copy 
this folder. 


This Copy Items dialog box appears: 


Copy items 


Select the place where you want to copy ‘Folder 1', Then 
dick the Copy button, 


fe © My Documents 
© y My Computer 
& J 314 Floppy (A:) 
E Se Local Disk (C:) 
ict 2 CD Drive (D:) 
& 4b CD Drive (E:) 
@Y Logitech QuickCam Express 
on 


To view any subfolders, click a plus sign above. 


Make New Folder 
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7 inthe dialog box, browse to the C:\SBS\WindowsXP\Structure\Organizing 
folder, and then click Copy. 


Windows creates a copy of the folder, called Copy of Folder 1. 
8 Right-click the new folder, and click Rename on the shortcut menu. 
The folder name is selected for editing. 
9 Type Folder 3, and press [Er]. 
The folder is renamed. 
10 Double-click Folder 3 to open it. 
Folder 3 opens. The folder contains a file called My Graphic File. 


11 Now you'll create a copy of this file. Right-click the file, and click Copy on the 
shortcut menu. 


12 Right-click an empty area of the right pane, and click Paste on the shortcut 
menu. 


Windows creates a copy of the file, called Copy of My Graphic File. 


13 To create a second copy, click the original file to select it, and on the Edit 
menu, click Copy. Then on the Edit menu, click Paste. 


Windows creates a copy with the name Copy (2) of My Graphic File. 


14 To create a third copy, click the original file to select it, and then press 
(]+(C], the keyboard shortcut for the Copy command. 


Up 15 On the toolbar, click the Up button to return to the C:\SBS\WindowsxXP 
D \Structure\Organizing folder. 


16 Double-click Folder 2 to open it, and press (]+[V], the keyboard shortcut for 
the Paste command, to paste the copy in that folder. 


Windows creates a copy of the file. Because it is the first copy in this loca- 
tion, itis named My Graphic File without a copy number. 


Tip e- 
Keyboard shortcuts provide a quick way of carrying out actions from the keyboard 
instead of using the mouse. If a command has a keyboard shortcut, the shortcut 


appears next to the command on its menu. For a list of keyboard shortcuts, search 
the Help file for Windows keyboard shortcuts overview. 


© ne 17 On the toolbar, click the Back button two times to return to Folder 3. 


18 Click Copy (2) of My Graphic File to select it. 
19 On the File and Folder Tasks menu, click Move this file. 
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The Move Items dialog box appears with the C:\SBS\WindowsxP 
\Structure\ Organizing folder highlighted: 


Select the place where you want to move 'Copy (2) of My 
Graphic File’, Then click the Move button. 


= (@& Connecting 
© © Personalizing 
& © Playing 

& (@ Solving 


© © Structure 
© Creating 
© Information 
H © Organizing 


To view any subfolders, click a plus sign above. 


ate ew i 


20 Click Organizing, click Folder 2, and then click Move to move the file to 
Folder 2. 


The file disappears from Folder 3. 

21 = Click the Up button, and then double-click Folder 2 to open it. 
The file is now in this folder. 

22 On the toolbar, click the Folders button to change to Folders view. 


Fold 
E =" The left pane displays the hierarchical structure of your computer, expanded 
to show the current folder: 


® Fotder 2 
Fie Edt Wew Favortes Tools Help ir 
ae 
Qm DWP | na 
kas Gcessimanronawiowenin? L 
| Folders "i 7 ae ie Copy (2) of My Graphic File j My Graphic Fie 
| = Qrvomns MEA eae 


te ly My Computer 
w d$ 3° Floppy (A:) 
2 s Local Disk (C:) 
£ © Documents and Settings 
+ ©& Program Files 
2 @ ss 
E E windowsxP 
+ È) Adding 
3 © Computer 
£ © Connecting 
+ @ Personalizing 
a ©) Playing 
& © Solving 
E Backup 
& E Structure 
(an) Creating 
© Information 
2 È Organizing 
© Folder 1 
[B] cer 2] 
E) Folder 3 
© Publishing 
© Searching 
È Views 


B Folder 2 (© ci\sbs\windowsxp\structure\organl ¥ estes Qc 1019 aM | 
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23 Drag Copy (2) of My Graphic File from the right pane, and drop it in Folder 1 
in the left pane. 


The file disappears from Folder 2. 
24 inthe left pane, click Folder 1 to open it. 
The file is now in this folder. 
Close 25 Click the window's Close button to close it. 


Finding Files 


Search You can search for all types of objects, including files, printers, and computers, using 
ee a feature of Windows XP called Search Companion. You can search for files on 
WindowsXP your own computer, on other computers on your network, or even on the entire 

Internet. You can search for computers on your organization’s network, and you can 


also search for people on your network or on the Internet. 


Search Companion is user-friendly and comes equipped with a guide, in the form of 
an animated screen character. The default character is Rover the dog, but you can 
change the character to Merlin the wizard, Courtney the tour guide, or Earl the surfer. 
If you want, you can remove the character entirely. 


Included in Search Companion is Indexing Service, which indexes the files on your 
computer while your computer is idle, improving search speed. (Indexing creates a 
database of file names and contents so that Search Companion can search the data- 
base instead of having to search the files themselves.) 


In this exercise, you will search for a text file called Find this file on your computer, 
turn on Indexing Service to speed up future searches, and change the Search Com- 
panion animated screen character. 


Find this file The practice file for this exercise is located in the SBS\WindowsXP\Structure 
) \Searching folder. (For details about installing the practice files, see “Using the 
Book’s CD-ROM” at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 = On the Start menu, click Search. 


The Search Results window opens, with Search Companion displayed on 
the left side: 
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$ Search Results 


File Edit View Favorites Tools Help 


On 7 Oo B | 


address [a] “Search Results 


Search Companion xX Name In Folder Releva.. 
=) To start your search, follow the instructions in the left pane. 


What do you want to 
search for? 
Pictures, music, or video 


Documents (word 
processing, 
spreadsheet, etc.) 


© Al files and folders 


iai 3 Click the window’s Maximize button so that you can see all the options at 
once. 


4 In the list of search options, click All files and folders. 


Search Companion’s next page prompts you to enter identifying characteris- 
tics, called search criteria, for the file or folder you are searching for: 


Search Companion a. | 


Search by any or all of the 
criteria below. 


All or part of the file name: 


A word or phrase in the file: 


Look in: 

ae Ea T 
[<e Local Hard Drives (C:) EA 
When was it modified? 
What size is it? 


More advanced options ¥ 


i 


5 in the A word or phrase in the file box, type Windows XP Step by Step. 
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Tip 

In searches, the asterisk (*) is a wildcard that represents any number of characters 
(including zero). The question mark (?) is a wildcard that represents one character. 
For example, enter *.txt to search for any text file; enter s*.txt to search for any text 
file with a file name that begins with the letter s; and enter s??.txt to search for any 
text file that has a three-letter file name beginning with the letter s. 


6 In the Look in box, make sure that Local Hard Drives is selected in the drop- 
down list, and then click Search. 


Search Companion searches your computer for all files containing the 
search phrase and displays a list of the files in the right pane. The search 
might take some time, but entering a specific phrase helps to narrow the 
results. 


When the search is complete, Search Companion’s next page asks whether 
your desired file was found. It should now be easy to spot the file you’re 
looking for, Find This File. 


7 In the left pane, click Yes, but make future searches faster. 
8 On the next page, click Yes, enable Indexing Service, and then click OK. 


There is no apparent change when you turn on Indexing Service, but from 
that point on, it will run continuously on your computer. 


9 Click the Rover character to open this page: 


You rang? 
What would you like to do? 


Choose a different animated 
character 

Turn off the animated 
character 


Do a trick 


10 Just for fun, click Do a trick a few times to see how talented Rover is. 
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11 When you're done, click Choose a different animated character. 


12 On the selection page, click Next to cycle through the available options, and 
when you find a character you like, click OK. 


Rover wanders off, and your selected character takes his place. 
Tip 
lf having Indexing Service turned on seems to slow down your computer, you can turn 


it off by clicking Search on the Start menu, then Change preferences, then Without 
Indexing Service, and then No, do not enable Indexing Service. Then click OK. 


Close 13 Click the Close button in the Search Companion title bar to close the pane. 


Lx) 
Accessing Your Entire Network 


Windows Explorer gives you access not only to drives and resources on your own 
computer, but also to drives and resources across your entire network and the Inter- 
net through the My Network Places folder. 


To browse to another computer or resource on your network, open Windows Explorer 
in either Tasks view or Folders view, and click My Network Piaces. 


If you want to access a particular network drive or resource on a regular basis—for 
example, if you regularly connect to a specific server—you can map the drive in Win- 
dows Explorer to make it more easily available. When you map a drive, you assign it 
a local drive letter so you can easily browse to it. You can also instruct Windows to 
reconnect to that drive every time you log on. 


To map a drive in Windows Explorer: 

1 Open Windows Explorer in Tasks view or Folders view. 

2 On the Tools menu, click Map Network Drive. 

3 Specify the drive letter you would like to use for this drive. 
4 


Browse to the folder, specify your connection options, and click Finish. 
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Personalize your 
computer display, 
page 133 


Set your 
computer's 
reglon and 
language, 
page 141 


Display Properties 


Screen Saver | Appearance | Settings N 


Themes Desktop 


Change your system 
date and time, 
page 139 


| Screen saver 


Time Zone Internet Time 


+ Monitor power 


i To adjust monitor power settings and save 
Aa click Power. 


Automatically synchronize with an Internet time server 


Server: [ time. windows.com ~ Update Now 


Windows has never attempted to synchronize with an internet time 
server, 


wmehronization: 7/21/2001 at 9:07 AM 


kad pation can occur only when your computer is connected to the 
earn more about time synchronization in Help and Support 


Text Services and Input Languages 


S ettings 


¢ Default input language - --- 


' Select one cf the installed input languages to use when you start your l 
| computer. 


o Installed services 


Select the services that you want for each input language sais 
| list. Use the Add and Remove buttons to modify this list. 


EN] English (United States) 
G3 Keyboard 
= US 


Text To Speech 


You can control the voice properties, speed, and other options for 
text-to-speech transiation 


Voice selection -~ - - — a b 
, [Microsoft Sam x 


' Settings.. 


Preferences 


an mee © j e following text to preview t ice: 
| Language Bar.. ; , Key Settings. z pi tova 


hye selected Microsoft Sam as the computer's default voice. 


Choose a voice 
for your computer, 
page 153 


Chapter 6 
Personalizing Windows XP 


After completing this chapter, you will be able to: 


Change the look of your working environment. 

Change your system’s date, time, regional, and language settings. 
Make Windows XP easier to see and use. 

Choose a voice for your computer. 


NUNS 


Train your computer to recognize your voice. 


The way programs look on your computer screen and the way you use them are 
determined to a large extent by the Microsoft Windows XP user interface. Some ele- 
ments of the interface, such as the graphics, fonts, and colors used, are cosmetic. 
Other aspects, such as how much you can see on the screen, how the computer han- 
diles numeric values, and the language it uses, affect the way you work. In this chap- 
ter, you will learn how to personalize your computer to fit the way you work. 


Until recently, the only way most people could communicate with their computers 
was by reading, typing, and mouse clicks. With Windows XP, talking to your computer 
is no longer science fiction. You will learn how to train your computer to recognize 
your voice and how to select the voice you want the computer to use to talk to you. 


For some people, talking to the computer might be a way of working around physical 
limitations. Many special devices are available to people with disabilities to give them 
full access to the capabilities of their computers. Microsoft is at the forefront of efforts 
to make technology more accessible and works closely with other companies and 
organizations to ensure that its technology fully supports the devices they develop. In 
this chapter, you will learn about the various options that you have for assisting you 
to better see, hear, or control your Windows XP computer. 


The practice files for this chapter are located in the SBS\WindowsXP\Personalizing 
folder. (For details about installing the practice files, see “Using the Book’s CD-ROM” 
at the beginning of this book.) 


Changing the Look and Feel of Windows 


You can easily change the look of the Windows interface by applying a different 
theme. Each theme includes a desktop background color or picture; a color scheme 
that affects title bars and labels; specific fonts that are used on title bars, labels, and 
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buttons; icons to graphically represent common programs; sounds that are associated 
with specific actions; and other elements. Previous versions of Windows came with a 
long list of available themes, and additional themes could be downloaded from the 
Internet. Windows XP has simplified the theme-selection process by offering only two 
basic themes—Windows XP and Windows Classic—and making all the other themes 
available online. 


In this exercise, you will switch between the Windows XP and Windows Classic 
themes. If you want, you can explore the online options on your own at a later time. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 On the Start menu, click Control Panel. 
The Control Panel window appears: 


C Contra Panai 
Fie Est View Favorites Fook Help 


Om O B Pura ire 


Address 5 Control Pane! 


vA Control Panel Pick a category 


B Swatch to Classic View 


See Also 


= Appearance and Themes 28 Printers and Other Hardware 


a 
A Windaws Update B 


©) Help end Support = Network and Internet Connections owen User Accounts 


E i ha Time, Language, and Regional 
G Add or SOUS Prom aes Pe Optio: d 


b f Sounds, Speech, and Audio Devices, Accessibility Options 


p Performance and Maintenance 


3 Click the Appearance and Themes icon. 
The Appearance and Themes window opens: 
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E Appearance and Theme: 
Fie Edt View Favorites Toos Help 


Qx: © B g} Search iL Folders arg 


=e ee ee 


Ad@ess [F Appearance and Themes 


See Also & Appearance and Themes 


E Fons 


ga Pick a task... 


>| Change the camputer’s theme 
Troubleshooters (>) Change the desktop background 
2) om fB} Choose a screen saver 


J) saved 
[S] Change the screen resolution 


or pick a Control Panel icon 


Ey Folder Options 


E Taskbar and Start Menu 


4 Click the Change the computer’s theme task. 


The Display Properties dialog box appears, with the Themes tab selected. 


A preview of the current theme is displayed in the Sample window. 


5 Click the down arrow to the right of the Theme box, and click Windows 
Classic in the drop-down list. 


The Sample window changes to reflect your selection: 


Display Properties 


Themes | Desktop Screen Saver | Appearance Settings 


A theme is a background plus a set of sounds, icons, and other elements 
to help you personalize your computer with one click. 


Theme: 


Sample: 


Active Window 
Normal Disabled Selected 
{window Text 
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Close 


x| 


6 


10 


11 


Click OK to close the dialog box and apply your settings. 


You are returned to the Appearance and Themes dialog box, which now has 
a white background. The taskbar and Start menu have also changed. 


Click the window’s Close button to return to the desktop. 

The classic desktop looks quite boring compared to the Windows XP 
desktop! 

Repeat steps 2 through 4 to return to the Themes tab of the Display Proper- 
ties dialog box. 

Click the down arrow to the right of the Themes box, and click Windows XP 
in the drop-down list. 

Click OK to close the dialog box and return to the Appearance and Themes 
window, which now has the Windows XP look and feel. 

Click the Close button to close the Appearance and Themes window. 


Applying a Custom Desktop Background 


The default desktop background for Windows XP Professional is an outdoor scene, 
with the Windows XP logo and version in the bottom right corner. If this background 
doesn't appeal to you, you can easily change it. Your choice of background usually 
reflects your personal taste—what you'd like to see when your program windows are 
minimized or closed. Some people prefer simple backgrounds that don’t interfere 
with their desktop icons, and others like photos of family members, pets, or favorite 
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Windows XP comes with over 30 desktop backgrounds to choose from. Some of them 
are photographs; others are geometric patterns. If you prefer, you can opt for a plain 
background and then set its color. You can also choose a photograph of your own. 


In this exercise, you will first switch to a plain, colored background, choose a back- 
ground photograph, and then return to the default background. 


There are no practice files for this exercise. 


Follow these steps: 


1 
2 


Log on to Windows, if you have not already done so. 
On the Start menu, click Control Panel. 

The Control Panel window appears. 

Click the Appearance and Themes icon. 

The Appearance and Themes window opens. 

Click the Change the desktop background task. 
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The Display Properties dialog box appears with the Desktop tab selected: 


Display Properties 


Themes | Desktop | Screen Saver | Appearance | Settings | 


| 
$ 


| 


| Background: 
Sna ~ 
B Ascent == 
| ©) Autumn | Position: 
| Azul Stretch 
| B Blue Lace 16 Color: 


N Ortes Dars a 


A preview of the current desktop background is displayed at the top of the 
dialog box. 


The Background box contains a list of background options. 
Tip 
You can quickly open the Display Properties dialog box by right-clicking an empty 
area of the desktop and clicking Properties on the shortcut menu. 


5 Click each of the available backgrounds. 


As you select each background, it is displayed on the preview screen at the 
top of the dialog box. 


6 inthe Background box, click None. 
The preview screen now displays a plain, colored background. 


7 Click the down arrow to the right of the Color box, and click the purple 
square in the drop-down list. 


Your choice is reflected on the preview screen. 
8 Click Apply to apply your background selection. 
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Minimize 9 


Click the Appearance and Themes window's Minimize button so that you can 
see your new background behind the dialog box, like this: 


pe 


My Documents 


bt 


My-Computer 


2 3 


My Network. 
Places 


2) 


Recycle Bin 


Background: 


2 


Internet 
Explorer 


| (a Blue Lace 16 
wir. si 


Pattee Mone 


a start 


10 inthe Background box, click Azul, and then click Apply. 


The selected background is visible behind the dialog box, like this: 


My Documents: 


w 


My Computer 


„Recytle Bin 


Internet f 
Explorer 


Note that the icon label backgrounds are still purple because icon label col- 
ors are determined by the background color setting. 
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11 Click the down arrow to the right of the Color box, click the aqua square in 
the drop-down list, and then click Apply to bring the color of the background 
photo and icon labels more in line with each other. 

12 Click OK to close the Display Properties dialog box. 

13 Now return the desktop to the default state. Right-click a blank area of the 
desktop, and click Properties on the shortcut menu. 

14 Click the Desktop tab. 

15 inthe Background box, click Bliss. 


16 Click the down arrow to the right of the Color drop-down list, click Other, and 
then click the smoky blue that is in the third square down in the fifth column 
in the Basic colors area. 


17 Click OK to close the Color dialog box. 
18 Click OK to close the Display Properties dialog box. 


19 Right-click the Appearance and Themes button on the taskbar, and then 
click Close on the shortcut menu to close the window. 


Selecting a Screen Saver 


Screen savers are static or moving images that are displayed on your computer after 
some period of inactivity. The original concept behind screen savers was that they 
prevented your computers monitor from being permanently “imprinted” with a spe- 
cific pattern when it was left on for too long without changing. Modern monitors are 
not as susceptible to this kind of damage, but it is still a good idea to use a screen 
saver or to have your monitor automatically use power-saver mode after a given 


period with no activity. 
Using a screen saver is an excellent way to protect your computer from prying eyes 


when you are away from your desk. To further protect your data, you can require 
that your password be entered to unlock the screen saver after it is set in motion. 


In this exercise, you will select a screen saver that consists of a slideshow of photo- 
graphs. 


\ ScreenSaver folder. (For details about installing the practice files, see “Using the 
Book’s CD-ROM” at the beginning of this book.) However, if you have a folder of 
your own favorite photos on your computer, feel free to use that folder instead. 


@ The practice files for this exercise are located in the SBS\WindowsXP\Personalizing 
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Follow these steps: 


1 
2 
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Log on to Windows, if you have not already done so. 
On the Start menu, click Control Panel. 

The Control Panel window appears. 

Click the Appearance and Themes icon. 

The Appearance and Themes window opens. 

Click the Choose a screen saver task. 


The Display Properties dialog box appears with the Screen Saver tab 
selected: 


Display Properties 


Themes | Desktop! Screen Saver | Appearance || Settings 


| - 
|, Screen saver E-i 


fno EE 


| Wait:| 1018 minutes [C] On resume, password protect 


Monitor power 


To adjust monitor power settings and save energy. 
click Power. 


Click the down arrow to the right of the Screen saver box. 
In the drop-down list, click My Pictures Slideshow. 


The preview screen displays a slideshow of the pictures in your My Pictures 
folder, if there are any pictures there. 


Click the Settings button. 
The My Pictures Screen Saver Options dialog box appears: 


Personalizing Windows XP 6 \ 


2 My Pictures Screen Saver Options 


E) My Pictures screen saver 


How often should pictures change? 


More J 


How big should pictures be? 
Smaller 


6 seconds 


90% of the screen 
Use pictures in this folder 
C:\Documents and Settings oan OTSIH@\My Docume | 
E Stretch small pictures 
C Show file names 
Use transition effects between pictures 
Allow scrolling through pictures with the keyboard 


8 Click Browse. 
The Browse for Folder dialog box appears. 


9 Browse to the SBS\WindowsxXP \Personalizing\ScreenSaver folder, and 
click OK. 


10 Click OK to close the My Pictures Screen Saver Options dialog box, and 
then click Preview on the Screen Saver tab to see what your slideshow will 
look like as a screen Saver. 


Notice the variety of transitional effects used between photos. (Don't move 
the mouse or the preview will stop.) 


11 Move the mouse or press any key on the keyboard to finish previewing the 
slideshow. 


Tip 
To use a password to get out of your screen saver in Windows XP Professional, 
select the On resume, password protect check box on the Screen Saver tab. 


12 Click OK to close the dialog box and apply your settings. 


Close 13 Click the Close button to close the Appearance and Themes window. 


x] 14 Ifyou want to turn off the screen saver, repeat steps 2 through 5, click 
Windows XP in the Screen Saver drop-down list, click OK to close the 
Display Properties dialog box, and then close the Appearance and Themes 
window. 
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Changing Specific Interface Elements 


In addition to making major changes to your theme and background, you can also 
make finer adjustments to various parts of your working environment, such as the 
following: 


m You can choose either Windows XP-style or Windows Classic-style windows 
and buttons. 


Pa You can choose from 3 Windows XP color schemes or 22 Windows Classic 
color schemes. 


™ You can choose normal, large, or extra large display fonts. 


You can stipulate a fade or scroll transition effect for menus and ScreenTips. 


You can smooth the edges of screen fonts using standard or Clearlype 
technology. 


You can use large icons. 


E 

E You can show shadows under menus. 

E You can show the contents of a window while you are dragging it. 
a 


You can hide keyboard shortcuts on menus. 


All these options can be set on the Appearance tab of the Display Properties 
dialog box. 


Changing Your Monitor Settings 


When you purchase a computer monitor, one of the things you consider is its size 
or display area, which is measured like a television screen: diagonally in inches. 
After the monitor is set up, you are more likely to be concerned about its resolution 
or screen area, which is measured in pixels and is expressed as pixels wide by 
pixels high. 


When personal computers first became popular, most computer monitors were 
capable of displaying a screen area of only 640 pixels wide by 480 pixels high (known 
as 640 x 480). Now most computer monitors can also display at 800 x 600 pixels 
and 1024 x 768 pixels, and some can display a screen area of 1600 x 1200 pixels 

(or perhaps by the time this book is published, even higher). In effect, as the screen 
resolution increases, the size of the pixels decreases, and a larger screen area can be 
shown in the same display area. 


Most computer users have a choice of at least two different screen resolutions. Some 
people prefer to work at 640 x 480 because everything on their screen appears larger; 
others prefer to fit more information on their screen with a 1024 x 768 display. 


136 


Personalizing Windows XP 6 \ 


Current resolution statistics indicate that approximately 5 percent of Internet users 
have their screen resolution set to 640 x 480, and approximately 51 percent have a 
screen resolution of 800 x 600. The fastest-growing segment of the market, approxi- 
mately 42 percent of Internet users, have a screen resolution of 1024 x 768 or greater. 


In this exercise, you will change your screen area to the maximum and minimum 
sizes supported by your computer. 


Troubleshooting 


Screen resolution capabilities are partly dependent on your specific monitor. The set- 
tings shown or specified in this exercise might not be available on your computer. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 = On the Start menu, click Control Panel. 
The Control Panel window appears. 
3 Click the Appearance and Themes icon. 
The Appearance and Themes window opens. 
4 Click the Change the screen resolution task. 
The Display Properties dialog box appears with the Settings tab selected: 


Display Properties 


Í Themes | Desktop | Screen Saver | Appearance Settings | 


Display: 
Plug and Play Monitor on $3 VIRGE DX/GX 


Screen resolution Color quality 


Less J—— Moe [High (26 bi) 


B00 by 600 pixels 


Tioubleshoot... 
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5 Point to the marker on the Screen resolution slider, hold down the mouse 
button, and drag the marker all the way to the right to change to the maxi- 
mum resolution. 


The change is reflected on the preview screen. 
Tip 
As you move the resolution slider to the right, the color quality setting might change. 
Often the maximum resolution will not support the highest color quality. 


6 Click Apply. 


Your screen resolution changes. The Monitor Settings dialog box appears, 
prompting you to indicate whether you like the change: 


Monitor Settings 


9 ) Your desktop has been reconfigured. Do you want to keep 


these settings? 


Reverting in 12 seconds 


You have 15 seconds to make your decision. If you click Yes, the resolution 


is retained; if you click No or don’t click either button, the resolution returns 
to its previous setting. 


7 — Click Yes. 


The dialog box closes, and your screen is at its maximum resolution: 


Coke gusty, 


Hyped) fa! Panel icon 
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8 In the Display Properties dialog box, move the Screen resolution slider all 
the way to the left to change to the minimum resolution. 


The change is reflected on the preview screen. 


9 Click OK, and then if prompted, click Yes in the Monitor Settings dialog box 
to complete the change. 


10 if necessary, repeat the process to select your favorite screen resolution, 
and then close the Appearance and Themes window. 


Changing Your System’s Date and Time 


By default, Windows XP displays the system time in the notification area at the right 
end of the taskbar. When you point to the time, the system date is displayed as a 
ScreenTip. The system time controls a number of behind-the-scenes settings and is 
also used by Windows and your programs to maintain an accurate record of hap- 
penings on your computer. 


Tip 
If you prefer to not display the time, right-click a blank area of the taskbar, click Prop- 


erties on the shortcut menu, and clear the Show the clock check box in the Taskbar 
and Start Menu Properties dialog box. 


Internet Time You can set the system date, system time, and time zone manually. or if your com- 
Synchronization P ; > : i 
i puter is part of a network domain, a time server can be used to synchronize your 
new for s : 
WindowsXP computer clock automatically. If your computer is not part of a network domain, you 
can synchronize your system time with an Internet-based time server. If you have a 


continuous Internet connection, you can program your computer to be synchronized 


automatically once a week. 


In this exercise, you will manually reset your system time and then connect to an 
Internet time server for an automatic update. 


Troubleshooting 
Many corporate and organizational firewalls, and some personal firewalls, prevent 
your computer from connecting to time-synchronization services. If you have a per- 
sonal firewall and you cannot access an Internet time server, read your firewall docu- 
mentation for information about unblocking network time protocol (NTP) or switch to 
the Microsoft Internet Connection Firewall. 


There are no practice files for this exercise, but you must have an active Internet con- 
nection to complete all the following steps. If your computer is part of a network 
domain, you will not be able to complete steps 10 through 12. 
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Follow these steps: 


1 Log on to Windows, if you have not already done so. 


Your taskbar looks something like this: 


Notification area 


The current system time is displayed in the notification area. 
2 Position the mouse pointer over the clock. 
The current system date is displayed as a ScreenTip. 


3 Right-click the notification area, and then click Adjust Date/Time on the 
shortcut menu. 


The Date and Time Properties dialog box appears: 


Gee Eerie a 
REE Mae ‘| 
a ae, f; 
\ ‘oO 
b 
a 
a ot 
mln o oon 
. . a 
150; nat 


Date and Time Properties 


PP- POA — 
|Date & Time | Time Zone | Internet Time 


i DA i, ' 
Ü 


10 it 12 13 14 


24 25 26 27 28 
31 


4:58:03 PM 


Current time zone: Pacific Daylight Time 


B 


a 
3 
17 18 19 21 x 


| 
d 


i 


Your current system date is displayed on a calendar on the left. Your current 
system time is displayed in both analog and digital formats on the right, and 
both clocks are changing once a second. Your current time zone is displayed 
at the bottom of the tab. 


4 Drag the mouse pointer over the hour setting displayed in the digital clock to 
select it, and then use the spinner (the up and down arrows) to the right of 
the clock to change the hour. 


The analog clock reflects your change, and both clocks stop advancing. 
Repeat step 4 for the minutes setting, and for the AM/PM setting. 
Click OK to close the dialog box and update your settings. 


© oi 


The clock on the taskbar changes to reflect your new time setting. 
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7 Double-click the clock on the taskbar. 
The Date and Time Properties dialog box appears. 
8 Click the Internet Time tab, which looks like this: 


Date and Time Properties 
Date & Time Time Zone | Internet Time | 
Eee : — 
Automatically synchronize with an Internet time server 


= 2a 2 See 
Server: | time.windows.com x] Update Now 


Windows has never attempted to synchronize with an internet time 
server. 


| 


Next synchronization: 7/21/2001 at 9:07 AM 


Synchronization can occur only when your computer is connected to the 
Internet. Learn more about time synchronization in Help and Support 
Center. 


If the contents of the tab are dimmed, the Internet Time Synchronization 
feature is not currently available. 


9 If Internet Time Synchronization is not available, manually reset the time 
on the Date & Time tab, and then skip to step 13. 


10 Select the Automatically synchronize with an Internet time server 
check box. 


11 Selecta server in the drop-down list, and then click Update Now. 


Your computer connects to the selected time server via the Internet, and 
updates your system time. 


12 Click the Date & Time tab to see your updated setting. 
13 Click OK to close the Date and Time Properties dialog box. 
The clock once again reflects the current time. 
Tip 
The Internet time servers currently available in the Server drop-down list might not 
update your system time if the system date is incorrect. 


Changing Your Regional and Language Settings 


Different countries express numeric values, such as dates, times, currencies, decimals, 
and so on, in different formats. Your computer was set by its manufacturer to express 
these values in keeping with the area in which the computer will probably be used. 
Most people will never need to change these settings. However, if you are located in 
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a country for which the manufacturer's settings are not correct—or if you move, work 
with international customers, or want to experiment just for fun—you might want to 
change your regional settings. Windows XP provides number, currency, time, date, 
and language settings for over 90 regions of the world (including 13 different English- 
speaking regions). 


In this exercise, you will change your regional settings to those of Sweden and then 
restore them to your original settings. 


Tip 


If you are already working min EAEN ne ‘substitute another country in this 
_ exercise. 


tl 


EO T T T wl 
There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 

2 Quit any open programs, and close any open windows. 

3 On the Start menu, click Control Panel. 
The Control Panel window opens. 

4 Click the Date, Time, Language, and Regional Options icon. 
The Date, Time, Language, and Regional Options window opens: 


E Date, Time, Language, and Regional Options E fe [x 
Fite Edit View Faveritas Tools Halp ey LA 


@ a < ©: a. , KO Search f Folders Eii- 


Ee E E E o Hine LAE A i ee 


Addiass {> Date, Tima, Languaga, and Regional Options ~ EA Go 
Date, Time, Language, and Regional Options 


_See Also D p 


e Schedea T Tasks 
Pick a task... 


B Change the date and tme 
[B] Change the format of numbers, dates, and times 


S) Add other languages 


or pick a Control Panel icon 


e 


y Date and Time ” Regional and Language Options 
F D 
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5 Click the Regional and Language Options icon. 


The Regional and Language Options dialog box appears: 


Regional and Language Options 


Ragional Options | Languages | Advanced! 
Standards and formats 


This option affacts how soma programs format numbers, currancias. 
dates, and time. 


Select an itam to match its praferences, or click Customiza to choosa 


your own formats: 
= 
N Customiza.. 


h United 


tates) 


ft 


Samples 
Numba: [92345678900 O O OoOO 
| Currancy: 1234676300 OOO O 
| Time: (129647PM id 

Short data: [8220 S ü O 
| Long date: (Sunday, August 26.2001 ooo 


Location 


To halp services provide you with focal information, such as naws and 
weather, select your present location: 


United States 


6 In the Standards and formats area, click the current country to open the 
drop-down list. 


7 Scroll through the list until you find Swedish. 
8 = Click Swedish. 


The settings in the Samples area change to reflect the appropriate number, 
currency, time, and date expressions for the Swedish language. 


9 In the Location area, click the current country to open the drop-down list, 
and click Sweden. 


10 Click the Languages tab. 
11 Inthe Text services and input languages area, click Details. 
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12 


This Text Services and Input Languages dialog box appears: 


Text Services and Input Languages (2X) 


prm- 
Settings | 


_ Default input language aa a a 
| + Select one of the installed input languages to use when pou start your | 
computer. 


! 
- Installed services i z ne F 
| Select the services that you want for each input language shown in the ` 
list, Use the Add and Remove buttons to modify this list. } 


| EN English (United States] 
| Keyboard 
-US 


Add... 
i Remove 
: Properties. 


Preferences - 


| Language Bar 


If you have additional languages installed on your computer, they are listed 
in your dialog box. 


Click Add. 
The Add Input Language dialog box opens. 
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14 


15 


Click the down arrow to the right of the Input language box, and click Swed- 
ish in the drop-down list. 


The keyboard selection changes to match your language selection. 


Click the down arrow to the right of the Keyboard layout/IME box, and click 
your original setting in the drop-down list to ensure that your keyboard will 
still work as expected. 


Click OK to close the dialog box. 
Swedish is added to your list of installed services and to the Default input 
language drop-down list. Your original language is still selected as the 


default, as indicated both in the drop-down list and by the bold font in the 
Installed services box. 
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Note that each language in the Installed services box is represented by a 
specific two-letter combination in a small green square. 


16 Click the down arrow to the right of the Default Input language box, and click 
Swedish in the drop-down list. 


Swedish is selected as the default, as indicated both in the drop-down list 
and by the bold font in the Installed services box. 


17 Inthe Preferences area, click Language Bar. 
The Language Bar Settings dialog box appears: 


Language Bar Settings 


Oe a! Wren Pave 


caer =I Wehbe Nohfcahor tes 


Turn off advanced text services 


18 Review the Language bar settings, and then click Cancel to close the 
dialog box. 

19 Click OK to close the Text Services and Input Languages dialog box, 
and then click OK to close the Regional and Language Options dialog 
box and apply your settings. 


The clock in the notification area of the taskbar now displays the time in 
24-hour format. 


20 Position the mouse pointer over the clock. 
The day and date are displayed in Swedish. 
The Language bar is displayed at the right end of the taskbar. 

21 Return to the Regional and Language Optlons dialog box by clicking the 
Regional and Language Options icon. 

22 On the Regional Options tab, select your original language and location 
settings. 

23 On the Languages tab, click Details to open the Text Services and Input 
Languages dialog box. 

24 nthe Installed services box, click Swedish, and then click Remove. 

25 Click OK to close the Text Services and Input Languages dialog box, 
and click OK to close the message that Swedish won't be removed until 
your computer restarts. 

26 Click OK to close the Regional and Language Options dialog box, and then 
close the Date, Time, Language, and Regional Options window. 
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Making Windows XP Easier to See and Use 


If you have trouble seeing and using some of the elements of your computer screen, 
you can adjust many of the features of Windows XP to make those elements clearer 
or easier to use. For example, you can change the size of the font used in the title 
bars and menus; make icons larger, change the width of the insertion point and the 
rate at which it blinks; and make the scroll bars and window borders wider. 


Because it can be difficult to undo some of these options after you have set them, this 
topic will briefly describe the Windows XP accessibility tools without having you 
actually change anything. These tools are available when you click Accessibility 
Options in Control Panel and are intended to provide a minimum level of functional- 
ity for users with special needs. Most users with disabilities will need utility programs 
with more advanced functionality for daily use. 


Windows XP includes these prograrns to assist people with visual disabilities: 


E The Accessibility Wizard leads you through the process of configuring 
basic accessibility settings. 


E The Utility Manager starts, stops, or checks the status of the Accessibility 
programs. If you have administrator-level access, you can have programs 
start when Utility Manager starts. 


To start the Utility Manager, press (#)+(U). You can start Accessibility programs 
_ before logging on to your computer by pressing [a)+[U] at the Welcome to Windows 
screen. 


E Microsoft Magnifier opens a magnification panel in which the screen under 
the mouse pointer is displayed, magnified up to nine times. You can adjust 
the size and location of the magnification panel. 


E Microsoft Narrator works with Windows setup, the Windows desktop, 
Control Panel programs, Internet Explorer, Notepad, and WordPad as a 
text-to-speech tool. It reads menu commands, dialog box options, and other 
screen features out loud, telling you what options are available and how 
to use them. It also reads your keystrokes to you as you type and tells you 
your location as you move around. You can also choose to have the mouse 
pointer follow the active item on the screen. Narrator speaks in the voice of a 
character named Microsoft Sam. You have some control over the features of 
Sam's voice, including speed, volume, and pitch, but Narrator speaks only in 
English. 
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E SoundSentry flashes a part of the screen that you specify every time the sys- 
tem’s built-in speaker plays a sound. 
E = =ShowSounds instructs programs that usually convey information only by 


sound to also provide visual information, such as displaying text captions or 
information icons. 


If you think any of these tools will help you see your computer a little more clearly, 
you can activate them through Accessibility Options in Control Panel. 


inputting Text Without Using the Keyboard 


The traditional method of entering information into a computer document is by typing 
it using the keyboard. However, if you have mobility problems, you might find it diffi- 
cult to use the keyboard to type. Windows XP provides a variety of tools to help, 
including the following: 


E On-Screen Keyboard allows you to select the full range of keys using your 
mouse or other device. This keyboard can be used to enter text into any 
application. 


E  StickyKeys makes it easier to use the keyboard with one hand by making 
the fe], [s«], and [«] keys “stick” down until you press the next key. 


E  FilterKeys causes Windows to ignore brief or repeated keystrokes, or slows 
the repeat rate. 


E ToggleKeys sounds a tone when you press the (f2), (sj, or keys. A 
high-pitched sound plays when the keys are switched on, and a long-pitched 
sound plays when the keys are switched off. 


E MouseKeys allows you to use the numeric keypad to control the mouse 
pointer. 


If you have Microsoft Office XP Handwriting Recognition installed, you have access to 
other methods of inputting text, including the On Screen Standard Keyboard, an alter- 
native point-and-click keyboard that works only with Office applications; Writing Pad, 
a handwriting input window where words you write with your mouse or a stylus on a 
special line are converted to typed words in the current document; Write Anywhere, a 
handwriting utility you can use to write words across any portion of a document and 
have them converted to text; and Drawing Pad, a quick way to create a simple draw- 
ing and insert it into a Microsoft Office document. Handwriting Recognition can be 
installed during a custom installation of Office XP. If Office XP was installed on your 
computer without the handwriting recognition option, you can use the Add or Remove 
Programs dialog box, which is available through Control Panel, to change the Office 


XP installation options. 
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Training Your Computer to Recognize Your Voice 


Not so long ago, if an executive didn’t know how to type or how to type fast enough, 
he or she could dictate letters and memos to a secretary, who would type them. Sim- 
ilarly, if a student had a broken arm and couldn’t take notes in class or write out his 

or her homework assignment, another student would be assigned to do the writing or 
take dictation. 


Dictation has naturally evolved to trigger the development of speech recognition soft- 
ware. This technology enables you to dictate to your computer in a normal speaking 
voice and have your information recorded as text. Although as of the date this book 
was written Windows XP does not come with its own speech recognition software, if 
you install the Microsoft Speech Recognition that comes with Office XP, you can 
then control this feature from within Windows XP. 


` The Microsoft Speech Recognition engine can be installed during a custom installa- 
tion of Office XP. If Office XP was installed on your computer without the speech rec- 
ognition option, you can add it from within Microsoft Word 2002 by starting Word, 
and on the Tools menu, clicking Speech and then Yes. 


Each person who uses your computer can create a speech profile so that the Speech 
Recognition engine recognizes his or her speech pattern accurately. You might also 
want to create specific speech profiles for different environments. For example, if you 
are going to talk to your computer both in a relatively noisy work environment and in 
a relatively quiet home office environment, you would want to create separate pro- 
files to ensure that the ambient noise is handled appropriately. After you’ve decided 
which profiles you will need, an easy-to-use wizard guides you through a series of 
sessions that train the Speech Recognition engine to recognize your particular voice. 
The accuracy of the Speech Recognition engine increases as you complete more of 
these training sessions. 


The accuracy of speech recognition is dependent on the quality of your microphone, 
the way you speak, and the amount of ambient noise. If you are serious about using 


this technology, invest in a good headset microphone. If you have a fast computer 
(over 400 MHz), consider using a USB headset. 


In this exercise, you will configure the Office XP speech recognition software to rec- 
ognize your voice, and you will dictate a simple text document. 
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Buzzy Bee The practice file for this exercise is located in the SBS\WindowsXP\Personalizing 
Te \SpeechToText folder. (For details about installing the practice files, see “Using the 
i Book’s CD-ROM” at the beginning of this book.) To complete this exercise, you need 
to have speakers and a microphone, and approximately 45 minutes of uninterrupted 
time in a reasonably quiet environment. You also need to have Word 2002 installed. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 

2 On the Start menu, click Control Panel. 

3 In the Control Panel window, click Sounds, Speech, and Audio Devices. 
4 In the Sounds, Speech, and Audio Devices window, click the Speech icon. 


The Speech Properties dialog box opens, with the Speech Recognition tab 
selected. 


Tip 

If there is no Speech Recognition tab in the Speech Properties dialog box, this fea- 
ture has not been installed. To install it, open Word 2002, and on the Tools menu, 
click Speech, and then click Yes to install it. During installation, you will work through 
the steps in the Microphone Wizard, just as you would do here, to add a new profile. 


If you are installing Speech Recognition now, skip to step 8 after you start the instal- 
lation process. 


Speech Properties 


Speech Recognition | Text To Speech B ~ 


Language 


| Microsoft English ASR Version 5 Engine 


| Recognition Profiles 
Profiles store information about haw to recognize your 

| voice. Change a profile to recognize a different voice 
ot a different noise environment. New... 


Detaul Speech Profle J 


Training your profile will improve your speech 


fecognition accuracy. Train Profile... 

Microphone 

gen _——— 
Audio Input... Configure Mictophone... 


—— 
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in the Recognition Profiles area, click New. 


The Profile Wizard opens with your logon information shown. 
Accept the logon information, or type your name and environment in the 


Profile box. 
Click Next. 


The Microphone Wizard starts: 


Microphone Wizard - Welcome 


Follow the instructions for positioning your microphone, and then click Next 


Welcome to the Microphone Wizard! 


This wizard helps you test your microphone for use with 
speech recognition, 


Before you begin, make sure that your microphone and 
speakers are properly connected to your computer. Refer 
to your microphone and speaker instructlons For more 
information, 


If you are using a headset microphone, adjust the 
headset microphone as shown. Position the microphone 
so that it is about an inch from the side of your mouth 
and so that you are not breathing directly into it. 


To continue, click Next. 


to move to this Test Microphone page: 


Microphone Wizard - Test Microphone 


Adjust Your Microphone Volume 


Read the following sentence in your everyday tone of voice 
until the volume meter level consistently stays in the green 
area: 


“I am using the Microphone Wizard, It is adjusting the 
volume of my microphone," 


| TS 


If the volume meter does not move as you are speaking, click 
Cancel. In the Speech properties of the Control Panel window, 
click Audio Input to make sure you have selected the correct 
audio device before running the Microphone Wizard again, 


To continue, click Next. 


are 
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9 Read the sample text aloud in a normal voice. 


The volume meter moves in response to your voice; the microphone sensory 
equipment automatically adjusts to record your voice at the most appropri- 
ate level. 


10 Click Next to move to this Test Positioning page: 


Microphone Wizard - Test Positioning 


Position Your Microphone 


If you do not have a headset microphone, click Finish. 


Read the Following sentence in your everyday tone of voice: 
“This papaya tastes perfect” 

After a pause, a recording will be played back to you, IF it 

sounds like you are blowing into the microphone, reposition 


the microphone, and repeat the above sentence, 


When you have adjusted the microphone so that it does 
not sound as though you are blowing into it, click Finish. 


The sample text on this page is designed to test the recording of “spitting” 
sounds, such as p, s, and t. 


11 Read the sample text aloud in a normal voice. 
After a short delay, your words are repeated back to you. 

12 ifthe sounds are unclear, adjust the distance of the microphone from your 
mouth, and repeat the process until you are satisfied with the results. 

13 Click Finish. 
The Voice Training Wizard starts. 

14 Follow the instructions to complete the vocal exercises. 


Remember to speak in a normal tone of voice so that the Speech Recogni- 
tion Engine can accurately profile your specific speech pattern. This process 
takes approximately 10 minutes, depending on how fast you speak. 


As you work through the training session, you will learn more about the way 
the Speech Recognition Engine works. As you read the sample text aloud, 
the Voice Training Wizard highlights the words it recognizes. If it doesn’t 
hear the word it is expecting, it stops highlighting and returns to the last 
recognized pause. You should then stop reading and return to the beginning 
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15 


16 


17 


18 


19 


20 
21 


22 
23 


of the unrecognized text. When you successfully finish reading each page of 
sample text, the Voice Training Wizard moves to the next page. 

When you finish with the first training session, Introduction to Microsoft 
Speech Recognition, click Finish to return to the Speech Recognition 

dialog box. 


Your new profile is now selected in the Recognition Profiles area. 
Click OK to close the dialog box. 
The Language bar opens, making the dictation options available. 


Click the Folders button, browse to the SBS\WindowsxXP\Personalizing 
\SpeechToText folder, and open the Buzzy Bee document. 


If the Dictation and Voice Command options are not visible on the Language 
bar, click Microphone to display them. 


The first time you use the microphone from within Office, the Office Voice 
Training Wizard opens and leads you through a voice training session that is 
similar to the one you have already completed. 

On the Language bar, click Dictation. 

The Speech Message changes to reflect first that Dictation is on and then 
that it is listening to you. 

Position the insertion point at the end of the Buzzy Bee document. 

Read the story paragraph aloud, including the punctuation. Say comma, 
period, semicolon, quote, and so on for the punctuation marks. At the end of 
the paragraph, say new paragraph. 

As you read, a highlighted series of dots appears, like an expanding ellipsis. 
As the Speech Recognition Engine completes its deliberations, it translates 
each dot into a word. Don’t expect your first attempt at speech translation to 
come out perfectly—it generally requires at least three training sessions 

to come up with something that is intelligible. 

On the Language bar, click Tools, and then click Training. 


Walk through another training session. When you complete the training ses- 
sion, re-read the story paragraph. 


When you compare the two computer-generated paragraphs, the results are 
much closer to the actual words in the second version. 
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24 Complete one more training session, and then re-read the story paragraph 
and compare the results to the first two versions. 


The computer should be generating something close to the actual text at 
this point. 

You can see that the speech-recognition capabilities increase as you com- 
plete additional training sessions. If you are going to use speech recogni- 
tion, you might choose to complete further sessions at this point, or as time 
permits, in order to ensure the greatest possible accuracy. 


Pile 25 Click the document's Close button to close the document; save your 
x| changes if you want to. 


Tip 
if you installed speech or handwriting recognition and would like to remove them, you 
can do so through Add or Remove Programs in Control Panel. 


Choosing a Voice for Your Computer 


Software products are available to enable your computer to “read” documents to 
you. For example, your computer can let you know when you receive a new e-mail 
message and can read the message so that you don’t have to. These products work 
with the Windows text-to-speech (TTS) software, which can “speak” in a variety 
of voices and languages. Windows XP comes with three voices: LH Michael, LH 
Michelle, and Microsoft Sam. (LH is for Lernout & Hauspie, the original creator of 
the voice translation software.) The default voice is Microsoft Sam. 


In this exercise, you will switch to a different voice and adjust the speed of the voice. 
There are no practice files for this exercise. 
Follow these steps: 
1 Log on to Windows, if you have not already done so. 
On the Start menu, click Control Panel. 


2 
3 in the Control Panel window, click Sounds, Speech, and Audio Devices. 
A inthe Sounds, Speech, and Audio Devices window, click the Speech icon. 
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In the Speech Properties dialog box, the Text To Speech tab displays these 
options: 


Speech Properties 


| You can control the voice properties, speed, and other options for 
/ text-to-speech translation 


| Voice selection ~~ 


| Settings. |, | 


| Use the following text to preview the voice: 


[You have selected Microsoft Sam as the computer's default voice, i 


Preview Voice 


; Voice speed 


TD e 
If you don’t have Office XP and Speech Recognition installed, you will not have a 
Speech Recognition tab or additional voices. 


5 Click Preview Voice. 
The text in the preview box is read aloud in the Microsoft Sam voice. 
6 In the Voice selection drop-down list, click LH Michelle. 


The text in the preview box changes to reflect your selection, and the com- 
puter reads it aloud in the LH Michelle voice. 


7 In the Voice selection drop-down list, click LH Michael. 


The text in the preview box changes to reflect your selection, and the com- 
puter reads it aloud in the LH Michael voice. 


8 Select the text in the preview box, and type This is Oz, the Great and Terri- 
ble. Who are you, and what do you want? 


9 Click Preview Voice. 
The computer reads your text aloud in the Microsoft Sam voice. 
10 Select the voice you prefer to use on your computer. 
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11 Adjust the voice speed selector to Fast, and click Preview Voice. 
12 Adjust the voice speed selector to Slow, and click Preview Voice. 


13 Adjust the selector, and click Preview Voice until you find the speed you like 
best for this voice. 


14 Click OK to close the dialog box and save your settings. 


ee 15 Click the Close button to close the Sounds, Speech, and Audio Devices 


x| window. 
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Internet Connection 


Connect to the Internet, How do you want to connect to the Internet? 


page 157 


© Connect using a dial-up modem 
This type of connection uses a modem and a regular or SDN phone line. 


O Connect using a broadband connection that requires a user name and 
password 

This is a high-speed connection using either a DSL or cable modem. Your ISP may 

refer to this type of connection as PPPoE. 


©) Connect using a broadband connection that is always on 


This is a high-speed connection using either a cable madem, DSL or LAN 
connection. It is always active, and doesn't require you to sign in. 


Eae 


Sharing Properties 


General | Sharmg | Security | Customize | 


Yaou can share this folder with other users on your 
network. To enable sharing for this folder, click Share this 
folder. 


Share a drive or folder, 
page 164 


© Do not share this folder 
| © Share this folder 


Make your printer 
accessible to other 
people on your 
network, 

page 168 


| Share name: 


| Comment 


User lirait: ‘a Maximum allowed 


_ Allow this number of users: 


Yk Printers and Faxes 
File Edit View Favorites Tools Help 


Gort oO - Si JO Search i Folders 


ers end Faxes 


1 A SS eS eee crs 


mu HP LeserJet 4 Plus on otsijosnp 
q a) o 
Reedy 


‘3 @ Add e printer 
$ aa) See what's printing 


Select printing 
preferences 


J) Peuse printing 

ap Share this printer 
i) Rename this printer 
X Delete this printer 
yy Set printer properties 


See Also 


VPN Server Selection 
What is the name or address of the VPN server? 1 


E Go to manufecturer's 

Weh site 3 
Type the host name o7 Internet Protocol (IP) address of the computer to which you ate 
connecting. 


Other Places 


Host name or IP address (for example. microsoft.com or 157.54.0,1 }: 


{2+ Control Panel 
f SA, Scenners and Cameras 
(£3 My Documents 

a My Pictures 
FA My Computor 


istart Ew "Printers and Fax 


Create a Virtual Private 
Network connection, 
page 170 


Chapter / 
Making Connections 


After completing this chapter, you will be able to: 


Connect to the Internet via a dial-up or broadband connection. 
Understand what’s needed to create a network of computers. 
Share printers, drives, and folders with other people. 

Create a Virtual Private Network connection. 


Cw NN 


Computers can be connected in a variety of ways that enable them to communicate 
across a room or across the world. Until recently, computer connections, servers, 
routers and gateways were the domain of techies. But now connecting computers has 
become easy enough that almost anyone can take advantage of the convenience and 
efficiency that can result from sharing the resources of one computer with another. 


In this chapter, you will learn about three types of computer connections that can 
enhance your computing capabilities. First you see how to set up a connection be- 
tween your computer and the Internet. Then you learn a bit about the Microsoft 
Windows XP tools available to set up a connection between your computer and one 
or more other computers, and you explore how to share your computer’s resources 
after the network is established. And finally, you see how these two types of connec- 
tions can be combined to enable you to connect your computer remotely to a net- 
work via the Internet. 


The practice files for this chapter are located in the SBS\WindowsXP\Connecting 
folder, (For details about installing the practice files, see “Using the Book’s CD-ROM” 
at the beginning of this book.) 


Connecting to the Internet 


In the past, many employers thought that giving their employees access to the Inter- 
net from their work computers would mean a loss of productivity, as people received 
and sent personal e-mail messages or indulged in surreptitious surfing of the Web. 
These days, more and more employers are coming to the conclusion that Internet 
access can actually enhance the productivity of people in some jobs, and many pro- 
vide organization-wide access. If you work for such an employer, Internet access has 
likely been set up for you. If you don’t, and you can't persuade your boss that Inter- 
net access would be an advantage, you'll have to be content with setting up access 
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on a computer at home. In fact, Internet access is fast becoming one of the primary 
reasons for buying a home computer, and setting up access is easier than ever with 
Windows XP. 


As an individual, you cannot connect to your computer directly to the Internet; you 
must access the Internet through a computer or network of computers that acts as a 
go-between. To connect your computer to this go-between, you might use a local 
area network (LAN); a high-speed broadband connection such as cable, ISDN, 
or DSL; or a dial-up connection. Whichever type of connection you use, the New 
Connection Wizard can help you with the necessary setup work: 


E Ifyou are connecting to the Internet via a LAN, you are actually connecting 
to the computer on a network that has been set up to provide Internet 
access. 


E Ifyou have set up a user account with an Internet service provider (ISP) 
in order to gain access through that company’s computers, you can use the 
New Connection Wizard to simplify the connection configuration process. 


M@ If you are connecting via a dial-up connection, you are making a connection 
from your computer to another computer using two modems and an ordi- 
nary telephone line. The remote computer usually belongs to the ISP with 
whom you have set up your user account. 


If you are connecting via a dedicated cable or DSL connection—one that doesn’t 
require a user account name or password—you do not need to use the New Con- 
nection Wizard; no additional configuration should be required. 


To create an Internet connection through an ISP, you need to set up a user account. 
The ISP will then provide the information the wizard will ask for during the connec- 
tion process, such as: 


E The specific IP address or the address of the DHCP server 
M DNS addresses and domain names 

E POP3 or IMAP settings for incoming e-mail 

E SMIP settings for outgoing e-mail 
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In this exercise you will use the New Connection Wizard to connect to the Internet 
via a broadband or dial-up connection. 


There are no practice files for this exercise. If you are connecting via a dial-up con- 
nection, you must have the name and phone number of your ISP, your user account 
name, and your password. If you are connecting via a password-protected broadband 
connection, you must have the name of your ISP, your user account name, and your 
password. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, click Control Panel, and then click the Network and 
Internet Connections icon. 


The Network and Internet Connections window opens: 


E tHetwark and internet Connections 
Fle Edt Wew Favortes Tools Help 


Q=- © (FP seh R Folders T 


Fa nn a ee ee a we 


Network and Internet Connections 
See Also 
8 My Network Places 
Vy Prrters and (ther J 
Be aida Pick a task... 
GQ P omote Destzop 


Set up or change your Internet connection 
Zo Phone and Modem Options By Oe ena 


[3] Create a connection To the net work at yuu workplace 


Troubleshooters 


Eon or pick a Control Panel icon 
IN) imere Erien 


7) Networt aagos 


Internet Options » Nelwork Connections 


3 Click the Set up or change your Internet connection task. 
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The Internet Properties dialog box appears with the Connections tab 
displayed: 


Internet Properties 


General 


To set up an Internet connection, click 
Setup. 


Dial-up and Virtual Private Network settings 


' Choose Settings if you need to configure aproxy = Selina 
server for a connection. = 


2 Never dial a connection 
Dial whenever a network connection is not present 
|, Always dial my default connection 


Current None Set Defaut 


Local Area Network (LAN} settings 


LAN Settings do not apply to dial-up connections. | LAN Settings... 


Choose Settings above for dial-up settings. 


4 Click Setup to open the New Connection Wizard. 


impor 


5 If the Location Information dialog box appears, click OK, provide the 
requested information, and then click OK again. 


6 Click Next to move to the wizard’s Network Connection Type page: 
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New Connection Wizard 


Network Connection Type 
What do you want to do? 


© Connect to the Internet 
Connect to the Internet so you cari browse the Web and read email. 


© Connect to the network at my workplace 


Connect to a business network {using dial-up or VPN} so you can work trom home, 
a field office, ot another location. 


O Set up an advanced connection 


Connect directly to another computer using yout serial, parallel, or infrared port, ot 
set up this computer so that other computers can connect to it. 


7 Click Connect to the Internet, and then click Next. 


8 On the Getting Ready page, click Set up my connection manually, and then 
click Next to display the connection options: 


New Connection Wizard 


Internet Connection 
How do you want to connect to the Internet? 


© Connect using a dial-up modem 
This type of connection uses a modem and a regular or ISDN phone line. 


© Connect using a broadband connection that requires a user name and 
password 
This is a high-speed connection using either a DSL or cable modem. Your ISP may 
tefer to this type of connection as PPPoE. 


O Connect using a broadband connection that is always on 


This is a high-speed connection using either 4 cable modem, DSL or LAN 
connection. It is always active, and doesn't require you to sign in. 


9 Ifyou are connecting using a modem and phone line, select the first option, 
and click Next. You will then be prompted for the name and phone number 
of your ISP, your user account name, and your password. You must also 
specify whether to turn on the Internet Connection Firewall (a security fea- 
ture that comes with Windows XP) for this connection and who can use the 


connection. 
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Accessing Your Computer Remotely 


Remote ` |f you travel a lot or often work at home, you don’t necessarily have to take all your 


ey files and folders with you. Instead, you can work, via the Internet, on your own com- 
WindowsXP puter using Remote Desktop, a new Windows XP feature. 


To use Remote Desktop, both the computer you are currently working on and the 
one you want to access must be running Windows XP. You must have administrative 
permissions on the computer you want to be able to access remotely in order to turn 
on Remote Desktop. 


To set up your computer so that it can be accessed using Remote Desktop: 
1 On the Start menu, click Control Panel. 


2 In the Control Panel window, click Performance and Maintenance, and then 
click the System icon. 


3 In the System Properties dialog box, click the Remote tab. 


4 In the Remote Desktop area, select the Allow users to connect remotely to 
this computer check box. 


5 When the Remote Sessions message box appears, read the message, and 
then click OK to close it. 


6 You are automatically authorized as a remote user of your own computer. If 
you want to authorize additional remote users, click Select Remote Users, 
add users in the Remote Desktop Users dialog box, and then click OK. 


7 Click OK to close the System Properties dialog box, and then close the Per- 
formance and Maintenance window. 


To access your computer from another Windows XP computer via Remote Desktop: 


1 = On the Start menu, point to All Programs, point to Accessories, point to 
Communications, and then click Remote Desktop Connection. 


2 Click Options to expand the dialog box if necessary. 

3 Enter the connection information on the General tab. 

4 Specify the display information on the Display tab. 

5 Specify any other pertinent information, and then click Connect. 
To turn off Remote Desktop access on your computer: 

1 On the Start menu, click Control Panel. 


2 In the Control Panel window, click Performance and Maintenance, and then 
click the System icon. 
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3 On the Remote tab, clear the Allow users to connect remotely to this com- 
puter check box. 


4 Click OK to close the System Properties dialog box, and then close the Per- 
formance and Maintenance window. 


For more information, search for Remote Desktop in the Help and Support Center. 


10 If you are connecting using a password-protected broadband connection, 
select the second option, and click Next. You will then be prompted for the 
name of your ISP, your user account name, and your password. You must 
also specify whether to turn on the Internet Connection Firewall for this con- 
nection and the name(s) of any other user(s) who has permission to use the 
connection. 

11 If you are connecting using a dedicated, or constant, broadband connection, 
select the third option, and click Next. You will not have to provide any addi- 
tional information. 


12 Click Finish to close the wizard and create the connection. 


Close 13 Click the Close button to close the Network and Internet Connections 

|x] window. 
If you created a connection that requires you to sign in to your user account, 
a shortcut is added to your desktop. 


Networking Two or More Computers 


If you have two or more computers in your office or at home that are currently stand- 
alone, you can connect them together to form a simple network. You can then share 
the resources on one computer, such as an Internet connection, a printer, or a scan- 

ner, with any other computer on the network. Networking also makes it easy to share 


files and folders. 

A discussion of how to install the hardware and software necessary to create a net- 

work is beyond the scope of this book. If you are interested in this topic, you might 
want to read Home Networking with Microsoft Windows XP Step by Step by Matthew 
Danda and Heather T. Brown (Microsoft Press, 2001). 
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After you physically connect the computers using hardware and cables designed for 
this purpose, you can use the tools that come with Windows XP to easily set up a 


simple network: 


Network W The Network Setup Wizard walks you through the process of establishing 
eee the necessary software connections between the computers after they are 
WindowsXP physically connected. 
Internet BR Internet Connection Sharing (ICS) lets all the computers on your network 
pais! share one Internet connection. After ICS is turned on, you can use programs 
new for such as Microsoft Internet Explorer 6 and Microsoft Outlook Express from all 
WindowsXP the computers on your network as though they were connected directly to 
the Internet. 
Internet BA firewall is a security system that acts as a protective barrier between a 
cee computer and the outside world. Internet Connection Firewall is firewall 
new for software that provides a secure information pipeline between your network 
WindowsXP and the outside world, specifying what information can be communicated 
from your computer or network to the Internet and from the Internet to your 
network or computer. 
Network Bridge W In the past, special hardware was required to allow communication between 
Wardow: SXP segments of a network that used different types of network adapters, such 


as Ethernet, home phoneline network adapter (HPNA), wireless, and IEEE 
1394. Network Bridge connects (bridges) these segments using software. 
To bridge two or more segments, a single Windows XP computer must con- 
tain an adapter card of each type. A single bridge can be used with as many 
different types of network adapters as the computer is physically able to 
accommodate. 


When these tools are in place, you can take advantage of any resource available on 
the network, no matter where it might be physically located. 


Sharing Drives and Folders 


Whether you work on your computer in a work or a home environment, you might 
need to share documents with other people on your network. Rather than sending 
copies of documents to everyone who might need them, you can place the docu- 
ments on a shared drive or in a shared folder. 
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You can share folders and drives from within Windows Explorer or from the 
Computer Management administrative tool. When you share a drive or a folder 
on your computer, you allow other people to access the documents the drive or 
folder contains whenever they need them (as long as your computer is turned on). 
The icon of a shared drive or folder has an outstretched hand beneath it. 


Tip 
You can share the entire contents of your hard drive or the contents of a removable 
storage device such as a ZIP drive. 


When you share a drive or a folder, the default setting allows any other user on the 
network to have full access to the files it holds. Another user can see the contents of 
the drive or folder, open files, save changes, create new files on the drive or in the 
folder, and delete files from the drive or folder. You can limit access so that only 
selected people or groups of people can work with the contents, and you can limit 
the types of access that each person or group has. 


Tip 

Windows XP computers that are not connected to a network domain have a Shared 
Documents folder that contains the Shared Pictures and Shared Music folders. The 
contents of these shared folders are available to anyone using the computer, mean- 


ing that multiple users of the same computer can share files with each other by plac- 
ing the files in these folders. 


In this exercise, you will share a folder on your computer from within Windows 
Explorer and give access to the shared folder to a specific group of people. 


The practice files for this exercise are located in the SBS\WindowsXP\Connecting 
\Sbaring folder. (For details about installing the practice files, see “Using the Book’s 
` CD-ROM” at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2  Onthe Start menu, click My Computer. 


165 


f T Making Connections 


The My Computer folder opens in Windows Explorer: 


The drivers and devices 
displayed here vary depending 
on your computer's configuration. 


F My Computes i 
Fie Edt View Favortes Toos Heb 
© & Puh EE roes i- 
ee a SS as a a A a a RR 
3 OO ara 


Badess 3 My Computer 


Hard Disk Drives 
System Tasks 
view system informadon 
rs) Add a remove programs 
Ge change a setting 


Devices with Removable Storage 


Other P! z ( 
meee o Tame DB omeo 


J My Network Places Qe Se 


ÈJ My Documents 


ie Control Panel ©) CD Drive (E:) 


jm Details 


My Computer 
System Folder 


3 Click the down arrow to the right of the Address box to display the folder 
hierarchy in the drop-down list. 


Tip — 
If the Address Bar is not visible in the Windows Explorer window, right-click the tool- 
bar, and click Address Bar on the shortcut menu. 


4 Browse to the C:\SBS\WindowsXP\Connecting\Sharing folder. 
The selected folder opens in Windows Explorer: 
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Shoring, fe fer lf] 
Fie Edt Yew Favorites Tools Help n ap 


a a te tr a a 


Address 5 C:\S85| WindowsXP Comeet] sharing 


—- Say Frequently Asked Questions 
File and Folder Tasks a hs Wi { m’) Microsoft Word Document 
D Moke a new folder E 


@ Puce tvs Fole to the 3I Launch Party Letter 
wet Moosoft Word Document Microsoft Word Document 
= |218 = 216 


Press Release 
i Microsoft Word Document 
Other Places | 27 kB 
© Connecting 
E) My Documents 
My Compter 
4 My Network Places 


5 On the File and Folder Tasks menu, click Share this folder. 
The Sharing Properties dialog box appears: 


Sharing Properties 
mn b 
Y General Shang Security Customize 
You can share this folder with other users on your 
network. To enable sharing for this folder, click Share this 
folder. 


© Do not share this folder 
O Share this folder 


Share name 
Comment 
User kmt e Maxamum allowed 


Allow this number of users P j rl i 


To set permissions for users who access this 


si Permeso E 
folder over the network, click Permissions. — 


qe Fiii settings for offline access, click Cachng 


6 Click Share this folder. 
The dialog box options become available. The default share name is the 
folder name. 
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7 Click Permissions. 
The Permissions for Sharing dialog box appears: 


Permissions for Sharing 


vee ai | 
Share Permissions | 


Group or user names: 
ae ele eee 


Allow 


Permissions for Everyone 
Full Control 


Change i 
Read 


Saree | coe 


You can add or remove users and change permissions in this dialog box. 
8 Click Cancel to close the dialog box without making changes. 
9 Click OK to share the folder. 


Up 10 Click the Up button to move up one level to the SBS\WindowsXP\Connecting 
BF \Sharing folder. 
The hand below the Sharing folder’s icon now indicates that the folder is 
shared. 
Coe 11 Click the Close button to close the window. 


Sharing a Printer 


To be able to print from a stand-alone computer, you must have a printer physically 
connected to one of the computer’s ports. When two or more computers are net- 
worked, multiple computers can use the same printer. 


You can share a printer that is attached to your computer with the entire network or 
with a select group of people. When you share your printer, you assign it a name. 
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This name might be based on the manufacturer or model of the printer (such as HP 
LaserJet), some special feature (such as Color), or perhaps the physical location of the 
printer (such as Front Office). Regardless, simple names work best because they are 
more likely to be easily identified by everyone who needs to use the printer. 


Tip 
Some printers suggest their own printer name during the sharing process. You can 
either accept the suggested name or replace it with one you choose. 


In this exercise, you will share a printer that is attached to your computer. 


There are no practice files for this exercise, but you must have a printer attached to 
and properly installed on your computer. You do not need to be connected to a net- 
work in order to complete this exercise, but your shared printer will be available to 
another computer user only when you are. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 = Onthe Start menu, click Printers and Faxes. 


The Printers and Faxes window opens: 


A Printers and Faxes 
Fle Edt View Favorites Tools Help 


Q 


a HP LaserJet 4 Pius on otsjoanp || \@_ Ricoh LASER AP1600 PCL 
n i 

SA Ready =) Ready 
Add a preter 


So Instal a local fax printer 
See Also 
2) Treubleshoot panung 


ey Gat help with printing 


Other Places 


E central Parel 

Sy Sconners and Cameras 
a3 My Documents 

gaj My Pictures 

vg My Computer 


3 In the right pane, click the printer you want to share. 
4 _ On the Printer Tasks menu, click Share this printer. 
The printer’s Properties dialog box appears with the Sharing tab selected. 
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Click Share this printer. 


$ Printers and Faxes 
File Edt View Favorites Tools Help 


[By Adde printer 
$B See what's printing 


E (2) Select printing 
preferences 


| Up) Pause printing 
Sp Shere this printer 


Bi). Reneme this printer 


f Xe Delete this printer 
cof Set printer properties: 


See Also ja) 


($ Go to manufecturer's 
Web sits 


Other Places 7) Y 
Be Control Panel 

2, Scanners and Cemeres 

(3 My Documents 

Gay My Pictures 


In the Share name box, type a simple name for the printer. 
Click OK to close the dialog box and turn on sharing for the specified printer. 


You return to the Printers and Faxes window, where the printer’s icon now 
indicates that it is shared: 


The outstretched hand indicates 
that this printer is shared. 


e Y HP LaserJet 4 Plus on otsijoarp 
P 9 
an Ready 


Click the Close button to close the Printers and Faxes window. 


Connecting to a Virtual Private Network 


Another type of network connection that is becoming increasingly common in the 
corporate world is a Virtual Private Network (VPN) connection. A VPN connection 
uses the Internet to access a private (corporate or institutional) network, thus extend- 
ing the private network so that you are virtually, if not physically, part of it. 
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If your organization has set up a remote access server, you can create a VPN con- 
nection to your network over the Internet. Using this connection, you have full use of 
network resources while you are away from the office, which is extremely useful 
when you are traveling or working from home. 
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Naturally, the speed of your VPN connection is limited by the speed of your Internet 
connection. On one hand, if you are using VPN with a dial-up connection, you might 
find that you run out of patience while waiting for your computer to access common 
network resources. On the other hand, VPN with a broadband connection can be 
nearly as good as being there! 


In this exercise, you will create a VPN connection over the Internet. 


There are no practice files for this exercise, but you must know the host name or IP 
address of your organization’s remote access server and your user account name and 
password for your organization’s network. 


Troubleshooting 


If you do not have access to a remote access server, you can't complete this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, click Control Panel, and then click Network and Inter- 
net Connections. 


The Network and Internet Connections window opens. 
3 Click the Create a connection to the network at your workplace task. 


The New Connection Wizard opens: 


E New Connection Wizard 


Network Connection 
How do you want to connect to the network at your workplace? 


Create the following connection: 


© Dial-up connection 


Connect using a madem and a regular phone line or an Integrated Services Digital 
Network {ISDN} phone line. 


O Virtual Private Network connection 
Connect to the network using a virtual private network VPN} connection over the 
Internet. 
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On the Network Connection page, click Virtual Private Network connec- 
tion, and then click Next. 


The Connection Name page opens: 


T New Connection Wizard 


Connection Name 
Specify a name for this connection to your workplace. g 


Type a name for this connection in the following box. 


Company Name 
For example, pou could type the name of pour workplace of the name of a server pou 
will connect to. 


Type a name for your connection in the Company Name box, and click Next. 


You will usually name the connection after the organization to which you are 
connecting. 


If you don't have a full-time Internet connection, the Public Network page 
opens to give you the option of dialing an existing connection before making 
the VPN connection: 


Œ New Connection Wizard 


Public Network 
Windows can make swe the public network is connected first. 


Windows can automatically dial the initial connection to the Internet or ather public 
network, before establishing the virtual connection. 


© Bo not dial the initial connection. 


EZ_1-2-3 
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Make your selection, and click Next. 


Whether or not you have a full-time Internet connection, you now see the 
VPN Server Selection page: 


VPN Server Selection 
What is the name or address of the VPN server? 


Type the host name or Internet Protocol (IP) address of the computer to which you are 
connecting. 


Host name or IP address [for example, microsoft.com or 157.54.0.1 }: 


7 Type the remote access server's host name or IP address in the box, and 
click Next to move to the Connection Availability page: 


Connection Availability 
You can make the new connection available to any user or only to yourself. 


A connection that is created for your use only is saved in your user account and is not 
available unless you are logged on. 


Create this connection for: 
© Anyone's use 
© My use only 


8 Specify whether you want to make the connection available to other users of 
your computer or keep it to yourself. 
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9 


Click Next to move to the wizard’s last page: 


New Connection Wizard 


Completing the New Connection 
Wizard 


You have successfully completed the steps needed to 
create the following connection: 


OTSI (YPN) 
* Share with all users of this computer 


The connection will be saved in the Network 
Connections folder. 


[J Add a shortcut to this connection to my desktop 


To create the connection and close this wizard, click Finish. 


10 Select the Add a shortcut to this connection to my desktop check box, and 
then click Finish to create the connection. 


Click the Close button to close the Network and Internet Connections window. 


On the desktop, double-click the icon for your new connection. 


If you have to start your Internet connection, you are prompted to do so now. 
You are prompted to enter the user account name and password for the 


connection: 


Connect OTSI (VPN) 


+ Me only 


User name: | | 
Password: i | 


C] Save this user name and password for the following users: 


Anyone who uses this computer 
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13 Enter your user account name and password for the network to which you 
are connecting. 


14 Select the Save this user name and password for the following users check 
box, and then make sure that the Me only option is selected. 

15 Click Connect. 
You connect to the network. The network verifies your user account name 
and password, and then logs you on. 


When you are connected to the network, a network icon appears in the noti- 
fication area, and you can connect to the same network resources as you 
could if you were sitting at your desk at work. 


16 To close the VPN session, right-click the network icon, and click Disconnect. 
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Use Outlook ~ 
Express to send — 
and receive 
e-mail messages, 
page 204 


` . a 
Ie My Friend - Conversation Deak 
Fie Edt View Help Use Windows 
To: My Friend cuser@hotmail.con | Start camera r ¥ Messenger to chat 


A Neve! give out your password or credit calg | Start talking ¥ with other people, 
number in an instant message conversation. i Send É, iie page 191 


Joe Bloggs says: 
Hi, how are you? 

My Fliend says: 
Im doing great! What have you been up to? 

Joe Bloggs says: 
Last weekend Miranda and I went 
to the Bite of Seattle, and then 
went out dancing. 

Joe Bloggs says: 


© We went to a f Select Stationery 


Pioneer Square. 
Look in: | 2 Stationery {~ of ejm Preview: 


Create personalized 
stationery for your 
e-mail messages, 
page 208 


My Friend says: 


Hay, that sounds great! 
- Saturday and then caug f Ean sves Bisweets 
Sund. ming. = 
aaa PS CtrusPunh Maize Æ] Technical 


@) Clear Day E ]Nature 
3 Fiesta 2) Network Blitz 
l] Glacier ÆjPie Charts 
E3) Sunflower 


EEX 


E Inbox - Outlook Express 
Fle Ect View Toas Message Heb 


NetMeeting 


C Enter name and e-mail information about this contact here. 


First: Catherine Middle: E Suta | Last: 


Title: Ms | Display: Catherine Turner ~ | Nickname: = | 


Set as Default 


Keep track of people using the 
Outlook Express Address Book, 
page 212 


[L] Send E-Mail using plain text only. 


Chapter 8 _ 
Communicating 


with Other People 


After completing this chapter, you will be able to: 


Y 
Y 


A 


Create a Passport account. 

Configure and use Windows Messenger for Internet-based instant 
messaging. 

Configure and use Outlook Express for server-based e-mail. 


With computer communications, the world has become a much smaller place. Where 
it once took months for a letter to travel from one side of the world to the other, it 

can now take minutes for an electronic letter to make the same trip. And with instant 
messaging, real-time conversations between people who are physically located miles 


apart are becoming common. 


In this chapter, you venture beyond your own computer and communicate with the 
outside world by using an instant messaging service and an e-mail program. 


There are no practice files for this chapter. 


Creating a Passport Account 


Passport is an Internet-based user account system that provides four main services: 


Passport enables you to sign in to a variety of Microsoft and commercial 
Web sites using a single user account name and password. 

Passport Wallet is a secure personal database where you can store Visa, 
MasterCard, American Express, Discover, Diner’s Club, and other account 
information, as well as Microsoft Network (MSN) online gift certificates. 
You can then use your virtual wallet to provide information for online pur- 
chases, rather than typing it each time. 

Kids Passport helps you protect and control your children’s online privacy 
by specifying what information your children can share with participating 
Web sites and what those sites can do with that information. For example, 
children under 12 years old need a Kids Passport to use Windows Messenger. 
Kids Passports require the consent of a parent or guardian. 
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Tip à | | 
For more information about Kids Passports, use your Web browser to visit the Web 
site at kids.passport.com. 


M Public Profile allows you to create a public page of information about 
yourself. 


The concept behind Passport is that you have a single user account name and pass- 
word that you can use all over the Web, instead of having to set up separate accounts 
with each Web site that requires one. Your personal information and preferences are 
stored as part of your Passport, so you don’t have to re-enter them each time you visit 
a site. Because your information is stored on a central server, it is available to you 
whether you connect to the Internet from your own computer or another one. 


If you use the Passport Wallet service, you can store your credit card information in 
your Passport and use it to make “one-click” purchases with a variety of online retail- 
ers. Passport started out as a Microsoft service, but now more and more companies 
are using it, including 1-800-FLOWERS, Costco, Godiva, Radio Shack, and Victoria’s 
Secret. Sites that use Passport display the Passport logo, which looks like this: 


Passport J. 


How personal information—especially credit card numbers—is stored and used is 

a big concern for most online consumers, and Passport has taken strict measures to 
ensure that the information is secure. Many of the methods that Web sites use to ver- 
ify your identity do not use advanced security technologies, making it easier for an 
unauthorized person to access your personal information. Passport, on the other 
hand, uses powerful Internet security technologies to prevent unauthorized people 
from accessing your personal sign-in profile. Here’s how: 


M ven though you can use your Passport on numerous sites, your password 
is stored only in the secured Passport database. When you sign in, the pass- 
word you type is shared only with Passport to verify your identity. Your 
password is never shared with any of the participating Passport sites. This 
reduces the number of avenues hackers can use to gain access to your per- 
sonal information. 


mM = When you sign in to Passport, your sign-in name and password are sent over 
the Internet using a secure connection. This means that only Passport is 
authorized to access the data sent across the connection. 


M After you sign in to a participating Passport site and leave the secure connec- 
tion, the site keeps track of who you are by using a computer-generated key 
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rather than your Passport sign-in name. Participating sites regularly refresh 
this key to make it difficult for anyone else to pose as you at these sites. 


© Ifyou or someone else makes several incorrect attempts at guessing your 
password during sign in, Passport automatically blocks access to your 
account for a few minutes. This makes it significantly more difficult for pass- 
word-cracking programs to try out thousands of common passwords using 
your sign-in name. 


M Each time you log on to your Passport account, Passport stores your session 
information in a small encrypted text file (called a cookie) on your com- 
puter. When you log off of your Passport account, the cookie (and all your 
personal information) is deleted from the computer, which means that you 
can safely use your Passport account from any computer, even a public or 
shared computer. 


Your personal information—including your e-mail and mailing addresses—is also 
protected by strict privacy policies, and you're always in control of which sites have 
access to it. 


ae i So how do you set up a Passport account? If you have a Hotmail or MSN e-mail 

a account, you already have one or both of these e-mail services Passport-enabled. 

WindowsXP If you don’t have one of these accounts, the .NET Passport Wizard makes it easy to 
get one. You can set up a Passport-enabled e-mail address through Hotmail, or you 


can create a simple Passport account that does not include e-mail. 


In this exercise, you will use the .NET Passport Wizard to add a Passport account to 
your Windows XP user profile. If you don’t already have a Passport-enabled account, 
such as a Hotmail or MSN e-mail account, the wizard will help you create one. 


Tip 
These steps assume that you use Windows XP in a networked environment. The 
steps for setting up a Passport account on a stand-alone computer are slightly differ- 


ent. If your computer is not on a network domain, you will be able to follow along with 
the majority of these steps, and the differences should be self-evident. 


There are no practice files for this exercise, but you must have an active Internet con- 


nection to complete it. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, click Control Panel. 
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The Control Panel window opens: 


€ Control Panel 
Pe Edit View Favorkes Tools Help 


Ge © a= [ Folders [TD 


Adcess > Control Pane! 


H Ng Control Panel = Pick a category 


i a 
E T Appearance and Themes 


28 Printers and Other Hardware 
L? = 


Network and internet Connections User Acemmts 


z Add or Remove Programs Date, . Time, Language, and Regional 
' ; pE options 


J Sounds, Speech, and Audio Devices Accessibiity Uptions. 
Oi. $ = 


| Performance and Maintenance. 


(5) 


Click User Accounts. 


Jà 


In the User Accounts dialog box, click the Advanced tab. 


Gi 


In the Passwords and .NET Passports area, click .NET Passport Wizard. 
The .NET Passport Wizard appears: 


-NET Passport Wizard 


Add a .NET Passport to your 
Windows XP user account 


With a Passport, you can: 


4 e Have online conversations with Friends and Family 
| e Create your own personal Web pages 
+ Sign in instantly to all NET Passport-enabled sites and 
services 


„and more, all with just one sign-in name and password! 


Microsoft is committed to protecting your privacy, 
view the privacy statement, 


| Adding a Passport to your user account is quick and easy. 


Microsoft 
Fassport @ Net 


| To continue, click Next, 
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6 Click Next to display the wizard’s next page: 


-NET Passport Wizard 


Do you have an e-mail address? 


.NET Passport lets you use your e-mail address and a single password to sign in to all 
Passport enabled Web sites and services. 


Do you have an e-mail address? 


© Yes. 


O mo. Please open a free MSN.com e-mail account for me. 


Dont want free MSN.com e-mail? Just open an e-mail account with another provider and then 
return to this wizard to register t as your Passport. 


Tip 

From this point on, you are working on the Web. Because Web sites can and do 
change, the dialog boxes you see and the interactions between you and the Web site 
might differ from those described here. 


The wizard prompts you to specify an existing e-mail account or to create a 
new Hotmail account. 


7 If you already have an e-mail account, click Yes, click Next, and then skip to 
step 13. 


8 If you don’t have an existing e-mail account, click No. Please open a free 
MSN.com e-mail account for me, and then click Next. 


The Hotmail registration page opens. 
9 Complete the profile and account information, and then click Sign Up. 
Tip 
If someone else has already selected your requested user name, Hotmail suggests 
other possibilities based on your first and last names. 


Hotmail creates your new user account. 
40 Click Continue at Hotmail, and take a look at the Hotmail window. 


Close 41 When you are ready, click the Close button to close your Web browser and 
return to the .NET Passport Wizard. 
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12 Click Next. 


13 Enter your Hotmail or e-mail address into the E-mail address or Passport 
box, and then click Next. 


14 Enter your password into the Password box. 

15 Ifyou would like to sign in automatically on the computer you are using, 
select the Sign me in automatically check box, and then click Next. 

Tip _ —— EX — 

If you regularly use a Passport service such as Windows Messenger, you might want 


to automatically sign in to your Passport account each time you log on to the com- 
puter, rather than signing in manually. 


Your Windows XP user account is now configured with your .NET Passport: 
-NET Passport Wizard 


You're done! 


Your Windows XP user account is now set up to use the 
Following .NET Passport: 


joan@hotmail.com 


To close this wizard, click Finish. 


16 Click Finish. 
17 Click OK to close the User Accounts dialog box. 
18 Click the Control Panel window's Close button to close it. 
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Creating Strong Passwords 


No computer system is ever completely secure. You can help keep your information 
secure by using a strong password. Here are some tips for creating strong pass- 
words: 


a Use a combination of uppercase and lowercase letters, numbers, symbols, 
and punctuation marks. 


E Don't use single words—merge two or more words or misspell them. 


sz Don't choose words or numbers that might be easy to guess, such as your 
birthday, your spouse's name, or your phone number. 


E Change your password at least every three months. 


Setting Up Windows Messenger 


Windows Messenger is an instant messaging program that you can use to chat with 
friends or co-workers via the Internet. You can monitor which of your contacts are 
online and exchange instant messages with up to four other people within the same 
message window. You can even send files and photos. Earlier versions of this pro- 
gram were called MSN Messenger. 


In addition to chatting, with Windows Messenger you can monitor your e-mail 
account, track stocks, and invite other people to participate in a teleconference or 
play a game. If you have speakers and a microphone installed, you can place phone 
calls from your computer to another computer, to a telephone, or to a mobile device 
without paying long-distance charges. 

Instant messaging and e-mail are both good electronic communication methods, and 
while they are in many ways similar, they have a few significant differences. An 
instant message can be initiated only when both the sender and receiver are online 
and logged in to Windows Messenger. Unless you specifically save a Windows Mes- 
senger session, the contents of the discussion are gone when you close the discussion 
window, and they can’t be pulled up for later reference. 


To use Windows Messenger, you must have already set up a Passport account (ora 
Kids Passport account for children under 12). MSN Internet Access accounts and Hot- 
mail accounts are already part of the Passport system, so if you have one of these 
accounts, you can use Windows Messenger. 

When you use Windows Messenger, the people you communicate with see your dis- 
play name in their Contact list. When you select your display name, keep in mind 
that the people with whom you exchange instant messages might have lots of names 
on their Contact lists. If your display name does not clearly identify who you are, 
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they might end up talking to the wrong person. For example, a display name of J 
might be for Jan, Jeff, Jim, Joan, or Joe. A display name of Joan might be for Joan X or 
Joan Y. Also keep in mind that all your instant-message buddies will see your display 
name, so keep it respectable! 


Another way to establish a distinct online presence and imbue your online presence 
with your own personality is to jazz up the appearance of your messages. You can 
specify the name, size, style, and color of the font in which your messages appear to 
differentiate them from those of other conversation partners. 


You can tailor your Windows Messenger sessions in a variety of ways: 


W = = You can make your contact phone numbers available to other Windows Mes- 
senger users. 


M@ By default, Windows Messenger starts automatically when you log on to your 
computer. (You can disable this feature if you find it distracting.) 


E = You can specify how long you can be away from your computer before Win- 
dows Messenger shows your status as Away. The default is 10 minutes. 


E Windows Messenger can display pop-up messages or play sounds to alert 
you to new chat messages, new e-mail messages, or the arrival of one of 
your contacts online. 


M = You can choose who can see your online status and who has permission 
to send you messages. When another Windows Messenger user adds you to 
his or her Contact list, you receive an instant message the next time you sign 
on, asking if you would like to allow that person to see your online status. 
Whenever you're online, you can see a list of the people who have added 
you to their Contact list and either allow them to see you or block them 
from seeing you. 


Protecting Children’s Privacy 


In November 1998, the U.S. Congress passed the Children’s Online Privacy Protection 
Act (COPPA), which requires that operators of U.S.-based online services or Web 
sites obtain parental consent prior to the collection, use, disclosure, or display of 

the personal information of children under the age of 13. COPPA went into effect on 
April 21, 2000, and is governed by regulations established by the Federal Trade Com- 
mission. 


More information about COPPA, including parents’ pages, kids’ pages, and public 
service announcements, is available at www.ftc.gov/opa/1999/9910/childfinal.htm. 
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In this exercise, you will configure some of your Windows Messenger options. 


There are no practice files for this exercise, but you must have an active Internet 
connection and a Passport account to complete it. The exercise assumes that you 
have not used Windows Messenger before and that Windows XP is not configured 
to start Windows Messenger automatically when your computer starts. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, and then click Windows 
Messenger. 


Windows Messenger signs you in: 


* Windows Messenger Dak 


Fie View Tools Help 


3 Ee 
Add Send Cal 
@ Your contact fist (shown below} does not 
yet have anyone in it. i 
Click the Add button to start creating your When you open Windows 
fst. Messenger for the first time, 
Aan (Onine) | your Contact list is empty. 
Windows [4 1new e-mail message 
Messenger ae l 
TERRES À None Your online status 
Not Ondine is shown here. 
the status À None 
of your 
e-mail 
account. 


3 On the Tools menu, click Options. 
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The Options dialog box appears with your personal information displayed: 


a, ~~ a= 
| Personal | Phone Preferences Privacy Connection 


My Display Name 
4 Type your name as you want other users to see it 


m | 


My Password — a 


2 0 Always ask me for my password when checking Hotmail or 


opening other .NET Passport-enabled Web pages 


My Message Text —————m oe 
Change my instant message fant Change Font... 


Show graphics (emoticons) in instant messages Qe¥ 


4a In the My Display Name area, type the name you want other Windows 
Messenger users to see when you are online. 


5 Click the Change Font button to open this Change My Message Font 
dialog box: 


Change My Message Font 


Fant: ___ Font style: 


, Microsoft Sans Sent Ne Regular d 


| O Monotype Corsiva Bald 
Ty MS Outlook ‘ Bold Italic 
MS Sans Serif 
| _ MS Seri 
LO MV Boli n 


Effects Sample 

C Strikeout 

C] Underine | aN 
Color: 

CE 


Pe 
| Western v! 
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6 — Make the following selections: 
a In the Font box, click Verdana. 
Æ Inthe Font style list, click Bold. 
Æ Inthe Font size list, click 8. 
a In the Color drop-down list, click Purple. 


The Sample box changes to display each of your selections. 


7 Click OK to close the dialog box and save your changes. 
8 Click each of the tabs in turn to examine your other options. 
9 When you are done, click OK to close the dialog box. 
Close 10 Click the Close button to close Windows Messenger. 
|x| A dialog box appears, telling you that the service will continue to run in the 


background. 
11 Select the Don’t show me this message again check box, and then click OK. 


The dialog box closes. The Windows Messenger icon is displayed in the noti- 
fication area of the taskbar. It remains there as long as you are signed in 
and changes to reflect your online status. 


i 12 Click the Windows Messenger icon, and click Exit on the pop-up menu to 
close the program. 


Adding Contacts to Windows Messenger 


As long as you know someone’s e-mail address or Passport name, you can easily add 
that person to your Contact list. If you don't have a person’s contact information but 
he or she is enrolled in the Hotmail Member Directory, you can look up his or her 
contact information online as part of the process. 


When you add someone’s Hotmail, MSN, or Passport account to your Contact list, 
Windows Messenger notifies that person like this: 


Windows Messenger 


42 My Other Fiiend (user2@hatmail.com) has added you to his/her contact list. 


Do you want to: 
©) Allow this peison to see when you are online and contact you 
O Block this person from seeing when you aie online and contacting you 


Remember, you can make yourself appear offline temporarily to everyone at any time. 


[Z] Add this person to my contact list. 
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New contacts can allow you to see their status or not, and they can choose whether 
to add you to their own Contact list. 


Until new contacts agree to allow you to see them, they are listed as Not Online. If 
they choose to block your access, you won’t know it, they simply won’t ever be listed 
as Online. After contacts agree to allow you to see them, they appear as either Online 
or Not Online, depending on whether or not they are logged on to their account. 
When you add contacts with non—Passport-enabled accounts (such as regular corpo- 
rate e-mail addresses) to your Contact list, Windows Messenger does not notify the 
contacts, and they are always displayed as Not Online. You can’t send instant mes- 
sages to contacts listed as Not Online, but you can send them e-mail messages via 
your Passport-enabled e-mail account. 


The following icons indicate the status of your Windows Messenger contacts: 


Icon Status Icon Status 


4 Online 4 Not Online 


4 Busy A Away 


In this exercise, you will add people to your Windows Messenger Contact list using 
their e-mail addresses. 


There are no practice files for this exercise. You must have an active Internet connec- 
tion and have configured Windows Messenger to complete this exercise. In addition, 
you need to know the address of at least one other person who has a Passport 
account. 


Tip | : 
You can create a Hotmail or Passport account to practice with if you don’t have 
another person’s account handy. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, and then click Windows 
Messenger. 


3 If you did not select the automatic logon option, log on now using your 
Passport account. 
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Windows Messenger starts, displaying your name, e-mail account status, 
and Contact list: 


%, Windows Messenger ei) 


3 Se 
Send Call 


Add 


© You contact list (shown below) does not 
yet have anyone in it. 

G the Add button to start creating your 

Aan (Onine) | 


1 new e-mail message 


Online 
a None 
Not Ontine 


Ñ None 


33 4 Click the Add button. 
add The Add a Contact Wizard appears: 


Add a Contact 


Windows® 
Messenger 45; 
How do you want to add a contact? 

© By e-mail address or sign-in name 


O Search for a contact 


if we can't add the contact to your list this wizard will help you invite 
that person to start using this service. 


5 Click By e-mail address or sign-in name, and click Next. 


6 On the wizard’s second page, type the e-mail address you are practicing with 
in the box, following the examples shown, and then click Next. 
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When the contact has successfully been added, you see a confirmation mes- 
sage like this one: 


Add a Contact 


Windows® 


Messenger ret 
Success! someone@microsoft.com was added to your list! 


If someone@microsoft.com is not using Windows Messenger, we can send 
e-mail that tells him or her about the program and how to install it. 


If you would like to send a custom e-mail, click the Send Mail button. 


Windows Messenger offers to send your new contact an e-mail message (in 
any of 26 languages) explaining how to install the Windows Messenger soft- 
ware, if he or she doesn’t already have it. You can personalize this e-mail 
message before it is sent. 


7 Click Next, and then click Finish to close the wizard. 


The contact is added to your list and shown as Not Online. After the contact 
agrees to allow you access, his or her name moves to the Online list: 


Online 


E None 
Not Online 
A someone@micrasoft.cam 


190 


Communicating with Other People 8 ` 


Windows 
Messenger 


Tip 


To delete a contact from your Contact list, select the contact's name, and press ce 


8 On the File menu, click Close. 


Windows Messenger is still displayed as an icon in the notification area of 
the taskbar. 


Click the Windows Messenger icon, and then click Exit on the pop-up menu 
to close the program. 


Sending and Receiving Instant Messages 


Chatting by sending and receiving instant messages is a great way to exchange infor- 
mation with co-workers and friends without making inconvenient telephone calls or 
crowding already overflowing Inboxes with e-mail messages. You start the conversa- 
tion with one person, and you can then add up to two more people after it has 
started, up to a maximum of four people. 

Instant message conversations are held in a conversation window that you can resize 
by dragging its frame. Unless you explicitly save it, the text in the conversation win- 
dow is lost when you close the window. 

In this exercise, you will send and receive instant messages with one or more online 
contacts. 

There are no practice files for this exercise. You must have an active Internet connec- 
tion and have configured Windows Messenger with at least two online contacts to 


complete this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 

2 On the Start menu, point to All Programs, and then click Windows 
Messenger. 

3 If you did not select the automatic logon option, log on now using your 
Passport account. 
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Windows Messenger starts, displaying your name, e-mail account status, 
and Contact list: 


4 Windows Messenger HEX 


File View Tools Help 


x 


Online 

A My Friend 

A My Other Friend 
Not Online 


A oan 


A someone@microsoft.com 


= 4 Click the Send button. 
A list of your online contacts appears. 

5 Click the name of the contact you want to chat with. 
A conversation window opens: 


me My Friend - Conversation 


File Edit View Help 


To: H nend <user@hotmail.com f 


in an instant message conversation. 


The conversation is 
displayed in the top box. 


You write your messages 
in the bottom box. 
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At this point, your contact hasn’t received any indication that you are going 
to send a message. 


G Type a message in the input box, and click Send. 


The message is displayed in the conversation area. A conversation window 
opens on your contact’s computer so that he or she can reply to you. 


Tip 
You can customize the color and font of your messages by clicking the Change Font 
button, making your changes, and clicking OK. 


The status of your conversation is shown in the status bar at the bottom of 
the conversation window. The status bar tells you when your contact is typ- 
ing a response. When your contact clicks the Send button, his or her 
response appears in the conversation area on both your screens. You can 
continue this conversation for as long as you like, and you don’t need to 
receive a response to continue your side of the conversation: 


= My Friend - Conversation 


A Neve grve out your password of credit card 
number in an instant message conversation. 


Joe Bloggs says: 
Hi, how are you? 
My Fnend says: 
Im doing great! What have you been up to? 
Joe Bloggs says: 
Last weekend Miranda and 1 went 
to the Bite of Seattle, and then 
went out dancing. 
Joe Bloggs says: 
We went to a funky new club in 
Pioneer Square. 
My Frend says. 
Hey, that sounds great! I went kayaking on 
Saturday and then caught up on my Gon 
Sunday morning. 


Last message received on 7/24/2001 at 8:06 PM. 


7 To add another contact to your conversation, click the Invite button, then 
click To Join This Conversation, and select the contact’s name from the 
drop-down list. 

A notification appears in the conversation box that a new person has been 
added to the conversation. The next time you send a message, a conversa- 
tion box will open on the new person's computer, and he or she can join in. 
New participants cannot see any part of the conversation that happened 
before they joined. 
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Expressing Emotions Online 


One frequent complaint about electronic communications is that emotions and intent 
are not always clear in typewritten messages—often leading to miscommunication 
between co-workers and friends. One way to clarify emotions and intent is with emot- 
icons. Emoticons are graphic images that are created by typing a series of keyboard 
characters. These character combinations are used in electronic messages to 
express a sentiment. 

The first emoticons represented emotions (hence the name). Recent technology has 
enabled the development of another series of emoticons: playful symbols representing 
people and things that make an amusing (if sometimes unnecessary) addition to elec- 
tronic communications. 


Emotions are represented by these character combinations: 


Character combination 


F Symbol Character combination Symbol 

o & ord © :-D or :D or :-d or :d or :-> or :> 4 
E :-O or :0 ® :-P or :p y 
© +") or ;) = © :-{ or :( or :-< or :< 
@ B 


People, symbols, and things are created by typing these character combinations in a 
program that supports emoticons: 


Symbol Character combination Symbol Character combination 

a (@) di (>) 

an (*) dp (8) 

Re (f) 4 (}) 

w [or :[ ri (B) or (b) 

p (C) or (c) + (D) or (d) 

(E) or (e) g (F) or (f) 

it (G) or (g) sa (H) or (h) 

ot (1) or (i) > (K) or (k) 

i (L) or (I) 2 (M) or (m) 
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_ Symbol Character combination Symbol Character combination 
= (N) or (n) iol (P) or (p) 
gz (Sorts) Q Me i 
+9 (U) or (u) s) (W) or (w) 
PE eg orn 
È (Z) or (z) 


If you don’t want to type the character combination to produce the emoticons in your 
instant messages, do either of the following in Windows Messenger: 


@ On the Tools menu, click Options, and then on the Personal tab of the 
Options dialog box, under My Message Text, clear the Show graphics 
(emoticons) in instant messages check box. 


i On the Edit menu, click Show Emoticons to clear the check mark. 


Multiple people can chat within the conversation, and anyone can leave at any 
time. Comings and goings are recorded in the conversation window like this: 


> My Other Friend - Conversation 


‘Stat camera 
‘Start talking 


ine wasquauy i rau. 


2 My Other Frend has been added to the 
conversation 


Joe Bloggs says: 
Hey, my friend and I are going to 
bike the Nisqually on Sunday-- 
wanna join us? 

My Other Friend says: 
That sounds great-l' meet you at your house at 
7:30. 

My Friend says: 
Okay, see you guys then—gotta go! 


& My Friend has left the conversation. 


v 
Ar Invite EA Block 


\ Change font 


Last message received on 7/24/2001 at 8:18 PM. B 


Close 8 When you no longer want to participate in the conversation, click the conver- 
sation box’s Close button to leave the conversation. 
9 Click Windows Messenger’s Close button to close the conversation window. 
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The program is still running and is represented by its icon in the notification 
area of the taskbar. 


Windows 10 Click the Windows Messenger icon, and then click Exit on the pop-up menu 


Messenger 
to close the program. 


Setting Up Outlook Express 


Microsoft Outlook Express is an e-mail program that ships with Windows XP. With 
Outlook Express, you can quickly and easily connect to your existing e-mail server to 
send and receive e-mail messages and track your contacts. You can download e-mail 
from your server and work either online or offline. If you work offline, you can 
direct Outlook Express to connect to your server to send and receive e-mail messages 
at regular intervals. You can also block junk mail senders or other people or compa- 
nies from whom you do not wish to receive e-mail messages. 


Outlook Express includes an Address Book in which you can keep track of informa- 
tion about your friends, family members, co-workers, customers, and anyone else you 
come in contact with. You can track multiple e-mail addresses, home and work contact 
details, family information, NetMeeting contact information, and even digital IDs. 

You can also create groups of contacts so that you can send e-mail to multiple people 
using only one address. You can export your contact list from the Address Book as a 
Microsoft Exchange Personal Address Book file or as a text-delimited file that can then 
be imported into Microsoft Excel, Microsoft Access, and a variety of other programs. 


Tip. 


If you have configured Windows Messenger, the Address Book also displays your 
Messenger contacts and their online status. 


You can format your e-mail messages almost any way you like—using backgrounds, 
fonts, and colors—and you can create a personalized signature to automatically finish 
off each of your e-mails with a professional touch. You can send electronic business 
cards (vCards) to new contacts to give them all your contact information. If your 
contact uses Outlook or Outlook Express, he or she can drop your business card into 
his or her own electronic address book. If your contact information changes, you can 
send updated vCards to all your contacts. 


An in-depth discussion about e-mail technology is beyond the scope of this book, but 
this topic discusses some of the basic concepts to ensure that you understand how to 
work with Outlook Express. 


Most business people today have e-mail accounts at work. Many people also have 
separate e-mail accounts that they use for personal e-mail, either through their Inter- 
net service provider (ISP) or through a Web-based e-mail program such as Hotmail. 
With Outlook Express, you can connect to each of your e-mail accounts through the 


196 


Communicating with Other People & \ 


same interface. You can also connect to newsgroups and Internet directory ser- 
vices, including BigFoot, InfoSpace, Switchboard, VeriSign, WhoWhere, and Yahoo. 


E-mail administration is managed through one or more e-mail servers—computers 
that manage your mailbox and send, receive, and distribute e-mail messages. E-mail 
servers operate under specific rules set by the server administrator. These rules gov- 
ern the size of individual e-mail messages that may be sent and received, as well as 
the amount of space available for your individual mailbox. Incoming messages are 
handled by a server running one of three protocols: Hypertext Transfer Protocol 
(HTTP), Internet Message Access Protocol (IMAP), or Post Office Protocol 3 
(POP3). Each of these protocols has a different set of rules for handling e-mail mes- 
sages; your network administrator or ISP will be able to tell you which protocol your 
server uses. Outgoing messages are handled by a server running Simple Mail 
Transfer Protocol (SMTP). 


Tip 

E-mail servers can do their jobs because every mailbox has a unique e-mail address. 
This address has two parts—the alias and the domain—separated by an at symbol 
(@). For example, the e-mail address someone@microsoft.com represents a user 
named someone who has an e-mail account on the microsoft.com domain (in other 
words, they work at Microsoft). Business e-mail aliases generally consist of a per- 
son’s first and last name or initials. The domain name that follows is also where 
you'll find that business’s Web site—simply replace the alias and the at symbol 


with www and a period, and you have the URL. Exceptions are ISP and Web-based 
e-mail accounts, where the domain name leads to the service provider’s home page. 


Within your mailbox, your e-mail is stored in a series of folders. The folder structure 
varies depending on your e-mail program. Outlook Express includes these folders: 


WE = Inbox. Your new messages are delivered to this folder. 


E Outbox. Messages that you have sent, but that have not yet been delivered from 
your computer to the e-mail server, are held in this folder. If you are working 
offline, messages are held here until the next time you connect to the server. 


WE Sent Items. After you send a message to someone, a copy Of it is stored in this 
folder. Depending on your e-mail program, you might have to stipulate that 
you want to save your sent messages. 

@ Deleted Items. Deleted messages are stored here until you purge the folder. 
This is the Outlook Express equivalent of the Windows Recycle Bin. 

WE Drafts. While you are preparing your message but before it has been sent, a 
copy of the message is saved periodically in the Drafts folder. If your e-mail 
program suddenly closes, or if you want to close the message and send it 
later, you can open the most recent version from this folder. 
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In addition to these standard folders, you can create your own folders in which you 
can organize your e-mail messages as you like. For example, you might create a 
folder for each project you’re working on and then move messages to the appropri- 
ate folders as they arrive. Folders help to keep your Inbox less cluttered and make 
it easier to find specific messages later. 


When you’re using Outlook Express, you can choose whether you want to see all 
your e-mail folders and whether you want to synchronize your Outlook Express 
folders with the folders on your e-mail server. When you synchronize your folders, 
Outlook Express compares the folder on your computer to the folder on the server 
and updates both folders to the current status, downloading new messages to your 
computer and removing messages that have been deleted from either version. 


In this exercise, you will configure Outlook Express to send and receive e-mail 
messages using your existing e-mail account. 


There are no practice files for this exercise. You must have your e-mail account name 
and password, the name and type of your incoming e-mail server, and the name of 
your outgoing e-mail server. If you are connecting to your corporate account, you 
also need an active network connection and your network user name and password. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2  Onthe Start menu, point to All Programs, and then click Outlook Express. 


Outlook Express opens, and then the Internet Connection Wizard opens to 
help you set up an account: 


Internet Connection Wizard 
Your Name 


When you send e-mail, your name will appear in the From field of the outgoing message. 
Type your name as you would like it to appear. 


Display name: | l 


For example: John Smith 


| 
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Tip 
If you see a message asking whether you want Outlook Express to be your default 
e-mail client, click Yes or No according to your preferences. 


3 Enter your name as you want it to appear to recipients of e-mail messages 
from you, and then click Next to display the wizard’s second page: 


Internet Connection Wizard 


Internet E-mail Address 


Your e-mail address is the address other people use to send e-mail messages to you. 


E-mai address: P h = | 


For example, someone@microsoft. com 


4 Enter the e-mail address you want to display to recipients of your messages, 
and click Next to move to the third page: 


Internet Connection Wizard 


E-mail Server Names 


My incoming mail server is a {POPS _ 


Incoming mail (POP3, IMAP or HTTP) server. Bys 


— 


An SMTP server is the server that is used for your outgoing e-mail. 


Outgoing mail (SMTP) server: 


7" 
——s 
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5 Type the names of your incoming and outgoing mail servers in the boxes. 
Then select the type of server that handles your incoming mail from the 
drop-down box, and click Next. 

You move to the Internet Mail Logon page, where the wizard prompts you for 
your e-mail account name and password: 


Internet Connection Wizard 


Internet Mail Logon 


Type the account name and password your Intemet service provider has given you. 


—3 
Account name: | 
Password: | 


Remember password 


if your Internet service provider requires you to use Secure Password Authentication 
{SPA} to access your mail account, select the ‘Log On Using Secure Password 
Authentication (SPA) check box. 


E] Log on using Secure Password Authentication (SPA} 


If you clear the Remember password check box, Outlook Express will prompt 
you for your password each time you start the program. 


6 Click Next, and then click Finish to close the wizard. 


Troubleshooting 


If you are configuring Outlook Express for an IMAP server, you will also need to com- 
plete steps 7 through 12. The remaining exercises in this chapter show an IMAP 
account. If you have a POP3 or HTTP account and have any problems with steps 13 
through 21, contact your system administrator or ISP. 


7 Outlook Express prompts you to download the list of folders from your mail 
server. Click Yes. 


Outlook Express downloads a list of folders and then displays the folders 
that are available for your account: 
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B Show/Hide IMAP Fotders 


Accounts} Display tolders which conten 


8 Double-click the folders you want to display. 


An icon appears next to each folder you double-click to indicate that the 
contents of the folder will be downloaded. 


9 Click OK to download the selected folders to your computer. 
The account and folders are now displayed in your Folders list. 
10 Click the account name to display the synchronization options: 


3 mailotsiweb.com - Outlook Express (jf jf! 
File Edt View Tool Message Help se 


DSW S jeb.cont : 
Gal Ta change offline settings; fret select A tolder, than. ieh. Serii 


= Total Synchronization Settings 


32 O At nwssage 
54 O All messages 
104 O Ali messages 


277 O Al messanes 
217 O allmess 
8 O All messayes 
2 ee N P Deleted Items 336 O Ali messages 
sBs (1 


141 Select the check boxes of the folders you would like to synchronize, and 
then click Synchronize Account. 


E-mail messages from the selected folders are downloaded to your com- 
puter. E-mail messages from folders that you did not select for synchroniza- 
tion will be downloaded the first time you select that folder for viewing. 
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12 Inthe Folders list, click Outlook Express. 


Outlook Express now looks something like this: 


#9 Outlook Express 
| File Edit View Tools Message Help 
a= ..7 a 


; Create Mail SendfRecv Addresses 


TEJ Outlook Express ¢ an 
2 & Local Folders for Joe Bloggs 
Ñ Inbox (1) 
Outbi i DEN nd 
. S E-mail , Tip of the day x 
You will Y Sent Items E 
Deleted items EJ There are 7 unread Mail messages in your Inbox “Need to find ; 
see two Bi Drafts i [gorse serail 
sets of a a mail.otsiweb.com OB create a new Mail message 
Click the Edit menu, 
fa Read Mail <click Find, then click 
folders {Bi Action (1) | Beanie, 
: {A eclecticClassroon 
only if you © Quick Course Boo Newsgroups í se Paces Dene, 
have an Gi ses (10) en : 4 you want to search at 
i 5 Set yp a Newsaroups account... - * the top, type in the 
IMAP e a person's name, then 
t click Find Now. 
account. ' Contacts 


Open the Address Book... 


Asomeone@microsoft.com 3 
a Find People... LF j d 
[T When Outlook Express starts, go directly to my Inbox. £ [Eee ne t aj 


WA Outlook Express 


13 inthe Folders list, click Inbox to open your local Inbox. 
14 On the View menu, click Layout. 
The Window Layout Properties dialog box appears: 


Œ Window Layout Properties 


You can show or hide parts of Outlook Express to best suit 
HH] yourneeds, Check the components below to view them. 


Contacts LI Outlook Bar = {| Views Bar 
Folder Bar Status Bar 
Folder List Toolbar 


Customize Toolbar... 


Preview Pate: ee r - 


p= Use the preview pane to quickly view a message without 
[~~] opening a separate window, 


Show preview pane 
© Below messages © Beside messages 


Show preview pane header 


15 To maximize your working area, clear the Contacts and Folder List check boxes. 
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16 Make sure that the Preview Pane options are selected as shown, and 
then click OK. 


Your Inbox now looks something like this: 


W3 inbox Outlook Express 
Fle Edt View Tools Message Help 


ee. e a & xX, Se 6 ea. 


Create Mall Reply Reply all Forward Print Delete SendjRecv Addresses 


| 


Site Econ, Subject Recewed / 
Ú Meresoft Outiook Expre... Welcome to Outlook Express 6 7/18/2004 4:42 PM 


@ E-mail and Newsgroups Hotmail. 

@ Multiple accounts end Identities Tired of shering your e- 
mail account with others 

è HTML message support in your household? 3 

free Hotmaili accou 


OA Ad enn Dante and Aion mtn es eanan 


1 message(s), 0 unread 


17 Inthe preview pane, use the scroll bar to scroll through the contents of the 
welcome message. 


18 In the Inbox, double-click the message to open it in its own window. 


Initially, the message opens in a small window: 
3 © 1 
& Welcome to Outlook Express 6 L= Jt | 
Fie Edit View Tools Message Help AF 
eh 
s S 6 ùa X O 
Reply Reply All Forward Print Delete Previous 


From: Microsoft Outlook Express Team 

Date: Wednesday, July 18, 2001 4:42 PM 

To: New Outlook Express User 

Subject: Welcome to Outlook Express 6 The subject of the message 


is repeated in the title bar. 


The solution for all your messagint 


Featuring 
E-mail and Newsgroups Hotmall. 


Multiple accounts and Identities Tred of Franina 
mail account wi 
HTML message support in your househc 


Address Book and directory servicesm™ tree Hotmail ac 


@ Offline synchronization Then read your 
any place on ea 


Improved Inbox rules an ee 
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Connecting to Newsgroups Through Outlook Express 


Newsgroups are moderated or unmoderated “message boards” on which people 
communicate about a specific subject. You can find a newsgroup for just about any 
topic you can think of, from Windows XP to American Eskimo dogs and from mater- 
nity to medical treatments. If people are talking about it, there are probably people 
talking about it in a newsgroup. 


You can add newsgroups to Outlook Express in the same way that you add e-mail 
accounts: Simply click the News tab instead of the Mail tab, and follow the simple 
instructions. 


A variety of newsgroups are available for Windows XP. To see a current list of news- 
groups, visit www.microsoft.com/windowsxp/expertzone/newsgroups/. For step-by- 
step instructions on configuring Outlook Express for a newsgroup, click Windows XP 
Newsgroup Setup Instructions on that site. 


neime 19 Click the message's Maximize button. 
E) The message expands to fill the screen. 
gose 20 Click the message’s Close button to close the message. 
21 Click the window's Close button to close Outlook Express. 


Sending and Receiving E-mail Messages 


Although an in-depth tutorial on Outlook Express is beyond the scope of this book, it 
is certainly worth investigating the main capabilities of the program on your own. 
With Outlook Express, you can send and receive professional-looking e-mail mes- 
sages with most of the features that are available in larger programs such as Microsoft 
Outlook. For example, you can use stationery, customize fonts, create personal 
signatures, request read receipts, and check the spelling of your messages. You 
can send fancy messages in Hypertext Markup Language (HTML) or simple mes- 
sages in plain-text format. You can also send and receive files that are sent with mes- 
sages as attachments. 


Tip 


With an IMAP account, until you select a message you have received, Outlook 
Express downloads only the message header. As a result, you can’t see whether an 
e-mail message has an attachment until you select that e-mail message for viewing. 
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Each e-mail message that is displayed in Outlook Express is represented by an icon 
indicating the type of message and its priority and status. The most common icons 


include: 
Category Icon Represents icon Represents 
Unread messages r Standard Digitally signed 
unopened message z 
z Encrypted &4 Digitally signed 
and encrypted 
Read messages A Standard a Replied to 
= opened message 
A Digitally signed ws Forwarded 
ay Encrypted i Digitally signed 
à and encrypted 
Extra designations a Attachment $ High priority 
+ 
FI d fi L iorit 
Y agged for 4 ow priority 


further action 


A complete list of icons is available in the Outlook Express Help file. 
In this exercise, you will send, receive, reply to, and delete e-mail messages. 


There are no practice files for this exercise. You must have an active network or Inter- 
net connection and Outlook Express must be set up on your computer as the default 
e-mail program. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, click E-mail. 
Tip 
If Outlook Express is not the default e-mail program, you must click Start, point to All 
Programs, and click Outlook Express. 
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LA 


Create Mall 
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Outlook Express opens, looking something like this: 


WA Outlook Express DE x 
i Fie Edt View Tools Massage Help AE 


: Create Mail Send/Recy Addresses 


Folder bar 


Tip of the day x: 


. k 
s A i | Greate folders for storing your , 
There is 1 unread Mail message in your Inbox PP Messages. j 


Menon | Click the File menu, click 
Reed Mail „Folder, then click New. 


> after you've creeted the new 
folder, drag and drop 


b messeges into it, 
fis qra 


© Find People. 


T when Outlook Express starts, go directly to my Inbox. 


| Working Online a Bl 4 new message(s) 


8 Outlook Express 


Click push pin to keep open 
fats] outlook Express 
a @ Local Folders 
TA Inbox 
. ES Outbox 
Q Sent Items 
@ Deleted Items 
. Drafts 
a J mall.otsiweb.com 
fa Inbox (1) 
; W% Action (1) 
W eclecticClassroom (2) 
© Quick Course Books (9) 
i SBS (10) 
+ Q Sent Items 
SS Drafts (5) 
Deleted Items (6) 


This is your local Inbox. 


For IMAP accounts, this is 
the Inbox associated with 

your e-mail account on the 
server. 


4 Click the Inbox folder for your e-mail account. 
The Folder List closes. 
5 On the toolbar, click Create Mail. 
i A New Message form opens with a blank background. 


Communicating with Other People 8 \ 


6 In the To box, type your own e-mail address (the one you used to configure 
this account). 


7 inthe Subject box, type Test message. 
As you type, the text of the subject line is repeated in the title bar. 


8 In the body of the message, type This is a test of sending a new e-mail 
message. 


Your message is displayed in the font that is selected and shown above the 
body of the message, which is the default for all messages. 


9 Onthe message form's toolbar, click Send. 


5 
Send Outlook Express sends the new message and then receives it in your Inbox: 
Messages displayed in bold haven't been read yet. 
F inbox Outlook Express -ex 
Fie Edt vew Toos Message Hep 
Create Mad Oelete Send/Recy 
Received / 
pa Coe September 8, 1998 7126/2001 9:27 AM 
3 Catherine Turner Test message 7/26/2001 11:3... 
on jaca To: Sa j 
Subject: September 6, 1998 path 
Are we on for lunch? 
Mike 
2 message(s), i unread -5 my a g aan — a Working Online 
Tip 
To check for new e-mail, click the Send/Reev button on the toolbar. 
10 Double-click the message to open it. 
go 11 On the message window's toolbar, click Reply. 


Reply 


207 


l 8 Communicating with Other People 


Tip 

Always check to see if anyone else appears on the To line or on the Cc line of 

the email messages you receive. If you want your reply to be sent to everyone who 
received the original message, on the message window's toolbar, click Reply All 
instead of Reply. 


A new e-mail message form opens, all set up so that you can respond to 
the message you received. The sender of the original message has been 
entered in the To line, and the original subject is preceded by RE: on the 
Subject line to indicate that this is a response. 


12 Inthe message body, type This is a test of replying to an e-mail message. 
13 Click Send. 
Outlook Express sends your reply and then receives it in your Inbox. 
14 Click the original e-mail message to select it, hold down [æ], and click the 
reply e-mail message to add it to the selection. 
x 15 On the toolbar, click Delete. 


Delete The e-mail messages are deleted from the Inbox. With IMAP accounts, the 
messages are still visible, but have been “crossed out” to indicate that they 
have been deleted. 


16 Ifyou have an IMAP account, click the double arrows at the right end of the 
toolbar to display all the options, and then click Purge. 
The deleted e-mail messages are removed from your Inbox. 


Cose 17 Click the window's Close button to close Outlook Express. 


x| 


Creating E-mail Stationery 


An e-mail stationery theme, or template, includes background colors or pictures. 
fonts, and margin settings. By default, the stationery theme applied to messages is a 
blank background, but Outlook Express comes with 14 stationery themes from which 
you can choose. Many more themes are available online. 


If you don’t like any of the available themes, you can create your own using the 
Stationery Setup Wizard. You can create a new theme based on the current one, or 
you can create one of your own design. 


In this exercise, you will create a simple stationery theme using the Stationery Setup 
Wizard. 


There are no practice files for this exercise. Outlook Express must be installed on 
your computer as the default e-mail program. 
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Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 = On the Start menu, click E-mail. 


Outlook Express opens. 


ES 3 On the toolbar, click the down arrow to the right of the Create Mail button to 
Create Mail display the stationery drop-down menu. 


4 On the stationery menu, click Select Stationery. 


The Select Stationery dialog box opens, showing the currently installed sta- 
tionery options: 


Select Stationery 
otf \ D e Preview: 
Pe Siscey ee 
2) Blank @) Leaves E] Sweets 
larus Punch Z]Maize Æ] Technical 
E) Clear Day ) Nature 


‘@)Fiesta Æ] Network Blitz 
E] Glacier &]Pie charts 


gliw Z] Sunflower | 
| 
=" 

Show preview. 


5 Click Create New. 
The Stationery Setup Wizard appears. 
6 Click Next to move to the wizard’s Background page: 


Stationery Setup Wizard 


Background 
Stationery can have a background picture and a background color. Note that the 
pictuie might cove! the entie page. 


Preview: 


Picture 
a i 
laleabanr.olf cA 


ia 


Position: [Top i [Left & 
a Jb = 
A f v. 
Tile: Do Not Tile ci 
E] Color 


(__]Default 
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7 Clear the Picture check box, and select the Color check box. 

8 Click the down arrow to the right of the Color box, and click Purple in 
the drop-down list. 
Your color choice is displayed in the Preview area. 


9 Click Next to move to the Font page: 


Stationery Setup Wizard 


Font 
Choose the font you would like to use for this stationery: 


Preview: 


E ~ 


fo 
Default ~ 


Cited [italic AaBbYyZz 


M Click the down arrow to the right of the Font box, and click Verdana in 
the drop-down list. 


M Click the down arrow to the right of the Color box, and click White in 
the drop-down list. 


M Select the Bold check box. 
Your choices are displayed in the Preview area. 
10 Click Next to move to the Margins page. 


The Preview area already displays your selected background and font 
selections: 
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Stationery Setup Wizard 


Margins 
Enter the margin width you want for this stationery: 


Preview: 


o> 


Left Margin: hi pixels 


Top Margin: 0 $ pixels 


11 Make the following changes: 


mM Click the up arrow to the right of the Left Margin spinner once to set it 


to 25 pixels. 


© Click the up arrow to the right of the Top Margin spinner once to set it 


to 25 pixels. 


12 Click Next to move to the Complete page: 


Stationery Setup Wizard 


Complete 
Your Stationery is complete. Enter a name and click finish to save your creation. 


Preview; 


(e.g. My Stationery) 
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13 Inthe Name box, type My Stationery, and then click Finish. 


Your new stationery is created, and the file is saved on your computer. 
(It is visible in the Select Stationery window.) 


14 Click OK to open a new message form that uses your new stationery theme. 
The purple background is immediately visible. 
15 Click in the message body, and type This is my custom stationery. 
Your message is displayed in bold, white, Verdana font. 
oieee 16 Click the message form’s Close button to close the message without 
[x] sending it. 
17 When you are prompted to save the message, click No. 
18 On the toolbar, click the down arrow to the right of the Create Mail button to 
display the stationery drop-down menu. 
Your custom stationery is now available on this menu. 
19 Click the window’s Close button to close Outlook Express. 


Adding Contacts to Your Address Book 


Outlook Express incorporates an Address Book that enables you to very easily add 
contacts to your Contact list—and if you want, it will add contact information for 
you! With the Address Book, you can: 


HM Store e-mail addresses, street addresses, phone numbers, and personal infor- 
mation about contacts or groups of contacts that are important to you. 


E = Find people and businesses through Internet directory services, Web- 
based search engines that give you access to directory information from 
around the world. 


E Create groups of contacts for mailing lists. You might want a group for each 
project you’re working on, a group for external vendors, a group for family 
members, or any other type of group you want to e-mail collectively. 

E Share contacts with other people who use your computer. 

E Import information from and export information to other address books, in- 
cluding those from Microsoft Exchange, Netscape Communicator, Eudora Light, 
Eudora Pro, or any other program that exports comma-separated text files. 

M Send and receive electronic business cards, contact information in a format 
that can easily be merged into other people’s contact databases. 

M Print your Address Book information in a variety of formats so that you can 


carry it with you when you don’t have access to your computer or handheld 
electronic organizer. 
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By default, Outlook Express adds your Windows Messenger contacts to your Address 
Book, and adds e-mail contacts to the Address Book whenever you reply to them. 
This means that you can pretty much populate your address book without trying. It’s 
also easy to add new contacts manually. 


In this exercise, you will add three new contacts to your Address Book and then cre- 
ate a group of contacts. 


There are no practice files for this exercise. Outlook Express must be installed on 
your computer as the default e-mail program. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


stan | 2 ~=Onthe Start menu, click E-Mail. 


Outlook Express starts. 
3 On the toolbar, click Addresses. 


w 
Addresses The Address Book opens: 
%® Address Book - Main Identity 
Maximize 4 Click the Address Book's Maximize button so you can see its 


6) contents. 


5 On the Address Book's toolbar, click New, and click New Contact on the 
New drop-down menu. 


A contact form appears. 
6 Create the contact by typing the following: 
E inthe First box, type Catherine. 
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Tip 
As you type the name, it is repeated in the title bar of the dialog box and in the 
Display box. 


In the Last box, type Turner. 

In the Title box, type Ms. 

In the E-Mail Addresses box, type catherinet@gardenco.msn.com. 
Click Add. 


The e-mail address is added as an available e-mail address and is desig- 
nated as the default address, like this: 


Catherine Turner Properties 


— 
Name Home || Business Personal Other NetMeeting! DigitalIDs 


f C Enter name and e-mail information about this contact here. 


| Title: Display: [Catherine Turner x] Nickname: E |) 


E-Mail Addresses: 


f=] catherinet@gardenco.msn.com (Default E-Mail) | 
- f 
Set as Default | 


(send E-Mail using plain text only. | 


7 Click the Business tab, and then do the following: 


i 


i 
( 


E&E = Inthe Company box, type The Garden Company. 
In the Street Address box, type 1234 Oak Street. 
In the City box, type Seattle. 

In the State/Province box, type WA. 

In the Zip Code box, type 10101. 


Tip - 
If this were a real address, you could click View Map to locate the address on an 
Expedia Map. 


E inthe Web Page box, type http://www.gardenco.msn.com. 
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Tip 


If this URL were real, you could click Go to open the Web page in your default browser. 


E In the Job Title box, type Owner. 
© In the Phone box, type (206) 555-0100. 
W Inthe Fax box, type (206) 555-0101. 


8 Click the Home, Personal, Other, NetMeeting, and Digital IDs tabs, and 
review the options available there. 


9 Click OK to add Catherine Turner to your Address Book. 
10 Position the mouse pointer over Catherine's Address Book entry. 
Her contact information is displayed as a ScreenTip. 


11 Repeat steps 5 through 9 to create an Address Book entry for Mr. Mike 
Galos. Mike’s e-mail address is mikeg@gardenco.msn.com. Mike is the 
manager of The Garden Company, and he has the same business contact 
information as Catherine Turner. 


Tip 
Mike Galos, Catherine Turner, Kim Yoshida, and The Garden Company are fictional 
identities created for the Step by Step series. 


12 On the Address Book's toolbar, click New, and then click New Group on the 
drop-down menu. 


A contact form appears: 


Properties 


a 
| Group 


i 2 Type a name for your group, and then add members. After creating the group, you 
Č can add or remove members at any time, 
| -—— = — 


| Group Name: | a l i í | 0 Member(s) | 


| You can add to a group in three ways: select someone from your address book, add a new 
contact for the group and your address book, or add someone to the group but not to your 
| address book. 


Group Members: 


i fl Select Members | 
| | 
| | NewContact | | 
| 


fi 


f 
| 
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13 inthe Group Name box, type Work. 
14 Click Select Members. 
The Select Group Members dialog box appears: 


Select Group Members 


Type name or select from list: 


C 5 


E] Mike Galos 

Ee] My Friend 
Your current on 
contacts are SD ae 


listed here. be listed here. 


ca 3 


E e $ 


15 Click Catherine Turner, and then click Select. 
Catherine is moved to the Members list. 

16 Click Mike Galos, and then click Select. 
Mike is moved to the Members list. 


Tip 


To locate people through an Internet directory service, click Find and then select a 
directory service from the Look In drop-down list. 


17 Click OK to close the Select Group Members dialog box. 
The Work Properties dialog box now lists two members. 


18 Click New Contact to add a new group member who doesn't yet exist in the 
address book. 


A contact form appears. 


19 Repeat steps 6 through 9 to add Ms. Kim Yoshida. Kim’s e-mail address is 
kimy@gardenco.msn.com. Kim is the purchasing manager at The Garden 


Company and has the same business contact information as Catherine and 
Mike. 
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Tip 


To add a contact to the group, but not to your address book, enter his or her name 
and e-mail address at the bottom of the Group tab, and click Add. 


20 After you have entered Kim's information, click OK to close the Kim Yoshida 
Properties dialog box. 


Kim is automatically added to the Work group. 
21 Click OK to close the Work Properties dialog box. 


Your three contacts are listed in the right pane of the Address Book, and the 
Work group is shown in the left pane. 


x 22 Inthe Address Book, select the Work group, and then click Delete. 
Delete 23 Select and delete each of the contacts you created in this exercise. 
24 Close the Address Book, and then close Outlook Express. 
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Welcome! 


This new version of MSN Explorer includes features like Import your IE 
automatic spell checking*, a way to maximize the ‘Favorites 
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flexible connections settings for portable computers, 

Another new feature is offline e-mail for MSN Internet 
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|) Janet Jacksons “All For File Destination 
rustle, an Please choose the folder in your Community where you want to put your files. 
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Chapter 9 
Having Fun 


with Windows XP 


After completing this chapter, you will be able to: 
Y Play games on your computer or over the Internet. 
Surf the Web. 


Use Windows Media Player to listen to music from the radio or a CD. 
Publish photos on the Web. 


LAS 


Microsoft Windows XP comes with more leisure-time options than any previous 
version of Windows. In addition to the traditional solitaire-style games that came 
with earlier versions of Windows, you now have access to multi-player games on the 
Internet. A number of exciting new software programs are also included with Win- 
dows XP that make it easy to surf the Web, play or create audio compact discs (CDs), 
play digital video discs (DVDs), create your own movies, and manage your photo- 
graph collections. 


In this chapter, you explore a few of the Windows XP entertainment options. If you 
use Windows XP on your computer at work, playing games might not be appropriate, 
but other topics that fall in the entertainment category, such as working with digital 
photographs, might provide just the information you need to jazz up an important 
document or presentation. 


The practice files for this chapter are located in the SBS\WindowsXP\Playing folder. 
(For details about installing the practice files, see “Using the Book’s CD-ROM” at the 
beginning of this book.) You can follow along with your own multimedia files if you 


want. 


Playing Games 


Computer games have been around almost as long as computers. Windows XP comes 
with all the standard favorites, and more. If you like card games, you can choose 
from FreeCell, Solitaire, Spider Solitaire, and Hearts. All are installed on your com- 
puter’s hard disk, and are played alone. If cards aren't your strong suit, you can play 
Minesweeper or Pinball. Minesweeper is a one-person game, but Pinball can be 
played with up to four players on one computer. 
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With Windows XP and an Internet connection, you now have more gaming options 
than ever. Windows XP provides links to Internet Backgammon, Internet Checkers, 
Internet Hearts, Internet Reversi, and Internet Spades. You can play these games 
interactively against other players from around the world, by using the MSN Gaming 
Zone at zone.msn.com. 


You access all the games that come with Windows XP from the Games menu. On the 
Start menu, point to All Programs, and then click Games. Instructions for playing 
each game are available from that game’s Help menu. 


Of course, you aren't limited to the games that come with Windows XP. You can 
install other gaming software or, if you have Internet access, you can play hundreds 
of solo and multi-player computer games through any of the many popular gaming 
sites, including: 


M Games.com (play.games.com) 
Gamesville (www.gamesville.com) 
MSN Gaming Zone (zone.msn.com) 


Pogo.com (www.pogo.com) 


Puzzle Depot (www.puzzledepot.com) 


Surfing the Web 


A new addition to Windows XP is integration with MSN Explorer, an all-in-one 
package that gives you all the tools you need to work effectively on the Web. MSN 
Explorer integrates several popular MSN services, including: 


M MSN Calendar, where you can keep track of appointments, tasks, and 
reminders. MSN Explorer can send a reminder to you via e-mail, MSN Mes- 
senger, or your cell phone. 


E MSN Communities, where you can interact online with others who share 
common interests. You can join an existing community or start your own. 


M = MSN Custom Web Sites, which makes it easy to create your own Web site to 
share photos and files with other people around the world. 


Mm = MSN eShop, where you can research products, compare prices, and make 
online purchases from hundreds of retailers. 


E MSN Hotmail, which you can use to send and receive e-mail messages 
for free. 


mM MSN Messenger Service, which you can use to send instant messages and 
files to your friends who are online, or even converse with them over the 
Internet, using a microphone. 
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E = MSN MoneyCentral, where you can track your accounts and pay your bills 
online. 


W MSN Music, which helps you find online radio stations that suit your taste, 
based on favorite songs, artists, albums, or just your general mood. 


MSN Explorer also integrates with Windows Media Player, so you can listen to music 
or watch a video while you’re surfing the Web or sending e-mail. 


When you sign in to MSN Explorer, you are automatically signed in to the other ser- 
vices that are password-protected, so you don’t have to retype your password when 
moving between them. 


MSN Explorer is available in specialized versions for many international locations. 


The versions that are available at the time this book is being written, or that are under 
development, include: 


Ten ee ee 


Versions 

Australia France Latin America South Africa 

Austria Germany Malaysia Spain 

Belgium (Dutch and Hong Kong SAR Mexico Sweden 

French versions) 

Brazil India The Netherlands Switzerland (French 
and German 
versions) 

Canada (English and Italy New Zealand Taiwan 

French versions) 

Denmark Japan Norway United Kingdom 

Finland Korea Singapore United States 


Regional installations of MSN Explorer are available from explorer.msn.com/intLasp. 
If you want to send the program to a friend, you can also order individual installa- 

tion CDs from the MSN Explorer Web site at explorer.msn.com. All versions of MSN 
Explorer include a special automatic update feature that ensures that your software 


stays up to date. 
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Each installation of MSN Explorer supports up to nine users by maintaining a separate 
profile for each one. As a result, you can store your personal information, including 
favorite Web pages, e-mail contacts, and instant messaging contacts, without being 
concerned that the information will be accessed or changed by someone else. When 
you're away from your computer, you can have MSN Explorer deliver information to 
your Web-enabled cellular phone or other handheld device. 


In this exercise, you will walk through the initial installation of MSN Explorer and 
then configure an MSN Explorer user account for yourself. 


There are no practice files for this exercise. You will need to have an active Internet 
connection or a properly installed modem and phone line connection. If you do not 
have an ISP or e-mail address, you can sign up for one during this exercise. 


Follow these steps: 


1 
2 
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Log on to Windows, if you have not already done so. 

On the Start menu, point to All Programs, and then click MSN Explorer. 
If prompted to confirm that you want to open MSN Explorer, click Yes. 
The Welcome page opens: 


(ree | CPO 


_— : msn 
Welcome to MSN Explorer 


MSN@® Explorer is the all-in-one software that makes it easy for you to get more from 
the Web. Browsing the Intemet, communicating with friends, managing finances, 
listening to music, shopping and all your other favorites are a snap with this friendly 
package tailored for you! You need an existing Internet connection to use this software. 


If you are using a modem, make sure that it is connected to the phone line and turned 


on. 
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4 Click Continue. 
The next page prompts you to enter your geographic location. 


5 In the drop-down list, click your location, or the closest location within your 


time zone. 
6 = Click Continue. 
7 If you are prompted to select a customized international version of MSN 


Explorer, click the most appropriate country, and then click OK. 


Your selection governs the language in which the MSN Explorer interface is 
displayed, as well as the links available to you through the interface. 


The next page offers you the option of signing up for MSN Internet Access: 


Gre | GIO 


msn 
Do you want MSN Internet Access? 


Experience fest, relieble Internet connections, toll-free friendly support, end our populer e-meil 
and instant messaging services with MSN Internet Access, You cen sign up for MSN Internet 
Access end keep your existing e-mail addresst Sign up todey for your speciel MSN Internet 
Access offer. 


© Yes, | would like to sign up for MSN Internet Access and get o new 
MSN e-mail address. 


Yes, ! would like to sign up for MSN Internet Access but keep my 


existing e-mail address. 
Choose this option if you have en existing free Hotmail® ar free MSN e-meil 
address (for exemple, someone@hotmeil.com or someone@msn.com). 


No, | atready have Internet Access. 

You can use MSN Explorer with your existing Internet connection. You should elso choose 
this option f you heve an existing MSN Internet Access account or if you heve elreedy 
signed up at a store or online, 


© If you are unsure about what to pick, click here. 


ae eo 
L dL cat 


8 Select the appropriate option, and then click Continue: 

m If you don’t currently have an ISP or an e-mail address, click Yes, l 
would like to sign up for MSN Internet Access and get a new MSN 
e-mail address. 

m If you don’t have an ISP but you do have either a Hotmail or MSN e-mail 
address, click Yes, | would like to sign up for MSN Internet Access 
but keep my existing e-mail address. 

| If you have an ISP or are using a broadband connection, click No, | 
already have Internet Access. 

9 Ifyou have chosen to sign up for MSN Internet Access, follow the prompts to 
complete the process, and then rejoin this exercise. 
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10 if you already have Internet access, the next page asks you to select the 
type of access you are using. Click the appropriate option, and then click 
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Continue and follow the prompts. 


When the sign-in process is complete, MSN Explorer opens: 


ELET it Tour-Welcome 


(F, Help & Settings ©, Sign Out | Gjall») 


5° MIX RBEDD 


My Sticks’ 
My Coninnunities, 


My Phatos 


Search the Web 


Browse through the site to see all the great tools that are available to you. 
When you are finished, click Sign Out in the window’s title bar to sign out of 


Choline Buddies people & Chat 


Welcome! 


| This new version of MSN Explorer includes feetures like 
4 eutometic spell checking”, e wey to maximize the 


browsing area by collepsing the My Stuff ber, end more 


f flexible connections settings for porteble computers. 
} Another new feature is offline e-mail for MSN Internet 


Access subscribers. 


You don't have to worry ebout seerching for new versions of 
MSN Explorer! An eutometic update system delivers the 
mast current improvements end feetures directly to you. 


| Teke this two-minute tour end learn more ebout MSN 
H Explorer, You cen skip the tour right now and come beck to 
1 teke it leter by typing “tour” in the Address Ber. 


Take the Tour j 


Meybe leter. Let’s get started. 


Go 


Money 


Take the accessibla tour Skip the tour 


x 


Støp"! 


Shopping Music 


Print | Refresh 


Import your IE 


Fevorites 


Add another 
user 


‘Tips for power 
users 


@ 


Send feedback 


MSN Explorer and return to the welcome screen. 


Click the Close button to close the MSN Explorer welcome screen. 


To sign in to MSN Explorer in the future, on the Start menu, point to All Pro- 
grams, and then click MSN Explorer. You will automatically be signed in to 


the entire suite of services. 


11 

12 

Close 13 
Troubleshooting 
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MSN Explorer uses cookies to sign you in to the Web sites that provide its services. 
If you have chosen not to allow cookies to be placed on your computer, the MSN 
Explorer services will not be available. MSN Explorer checks the settings on your 
computer during the setup process and, if necessary, prompts you to change your 


security settings to allow cookies. 
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Maintaining Your Privacy 


The MSN Explorer registration process requires you to supply a certain amount of 
personal information, including your name and address, occupation, and geographic 
location. This information might be supplied through your Passport, or you might be 
asked to enter it. 


In addition to the information that you give voluntarily, MSN Explorer gathers anony- 
mous statistical data, including how often you log on, how long it takes for your 
browser to display the home page, and how long you spend using the service. This 
data is gathered only for technical quality-control purposes and does not include any 
information that identifies you personally. 


MSN Explorer tracks your favorite Web sites in a Favorites list that is available to you 
from anywhere in the world when you sign in to MSN Explorer. Your Favorites list is 
not shared with or available to anyone other than you (or another person to whom 
you have given your user account name and password). 


if you experience an error while using MSN Explorer, you will be asked to send data 
to MSN to help them determine the cause of the error so that they can correct it in 
future software versions. If you choose to send this data, you can review it before 
sending it. Information that identifies you personally might be included in this data, 
but Microsoft's policy is that any such information is deleted before it gets to the 
person who reviews the error. 


Microsoft and MSN are licensees of the TRUSTe Privacy Program, which means that 
every Microsoft or MSN Web site contains a link to a privacy statement that must 
inform you of the following: 


E The types of personal, identifying information that are collected from you 
through the Web site. 


The name of the organization that is collecting the information. 
How the information is used. 
With whom the information might be shared. 


Your choices regarding collection, use, and distribution of the information. 


The kind of security procedures that are in place to protect against the loss, 
misuse, or alteration of your information. 


© How you can correct inaccuracies in the information. 


For more information about TRUSTe, you can visit www.truste.org. If you have con- 
cerns about the protection of your personal information while using MSN Explorer, 
you can send an e-mail message to MSNPrivacy@msn.com. 
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Using Windows Media Player 


Many people enjoy playing music or videos on their computers, either while they’re 
working or during their leisure time. With recent advances in disk drive technology, 
many people can now enjoy all the comforts of an entertainment center on their 
desktop computers or their laptops. 


Tip — — 
Many new laptops will play CDs without even being booted up. If you travel often and 
are in the market for a new laptop, you might consider adding this capability to your 
wish list. 


Windows XP comes with Microsoft Windows Media Player 8, which you can use to 
play, copy, and catalog audio and video files from your computer, from CDs or 
DVDs, or from the Web. You can display Windows Media Player in either of two 
modes: full mode, which displays information about the media you're using in a 
television-like format, including a video display screen, taskbar, and menu bar; and 
skin mode, which is smaller and looks like a stylized remote control. It is easy to 
switch between modes. 


Tip | l 
Some people prefer skin mode when listening to music, because full mode’s video 
display can be a bit distracting. 


In full mode, Windows Media Player displays a taskbar, a video display area, and a 
list of all the audio tracks on the currently selected source. (You can choose from a 
drop-down list that includes the currently inserted CD and any media files stored on 
your computer.) You can also toggle a traditional Windows menu on and off. The 
taskbar, which is located on the left side of the window, includes the following 
options: 


E Now Playing includes a video display area and a playlist (which you 
can toggle on and off) of your currently available media files. When you 
are listening to music or radio programs, a visual representation, called a 
visualization, of the audio is displayed on the “screen” where videos would 
normally be displayed. The visualization moves in time with the music. 
Windows XP comes with seven visualizations—Ambience, Bars and Waves, 


Battery, Particle, Plenoptic, Spikes, and Musical Colors—each of which has 
several different versions. 
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E Media Guide, which is hosted on the WindowsMedia Web site, provides 
information about and links to various entertainment options on the Internet, 
including music download sites, video download sites, radio stations, movie 
discussion sites, entertainment news, and a wide variety of Webcams around 
the world. 


E Copy from CD allows you to copy audio files from a CD to your computer so 
that you can replay the songs without having the actual CD inserted in the 
disk drive. 

M Media Library is your personal catalog of audio and video files and favorite 
radio stations. Audio files are cataloged by album, artist, and genre; video 
files are cataloged by author. Your media playlists—individual tracks that 
you have selected and arranged—are also displayed here. 


M Radio Tuner is an element of the WindowsMedia Web site through which 
you can link to a variety of radio stations worldwide. You can choose from 
featured stations or search for a particular station, station format, or location. 
You can add a station to your My Stations list, visit a station’s Web site, con- 
nect to a station through its Web site, or just listen to it live. 


M Copy to CD or Device allows you to copy audio and video files from the 
Media Library to a portable device, such as a Pocket PC or storage card, or 
to a CD if you have a CD-RW drive installed on your computer. You can also 
copy licensed files that you downloaded from the Internet or that you copied 
from CDs to your portable device. 


E = Skin Chooser lets you choose from 20 available skins (or more if you have 
an Internet connection) to tailor the appearance of Windows Media Player 
to your own taste. Available skins range from high-tech to goofy, with some- 
thing to appeal to pretty much any gender, age group, or musical taste. 


© Play DVD lets you watch DVD movies and download information about 
your DVDs onto your computer. This selection is available only if you have 
a DVD-ROM drive and a DVD decoder installed on your computer. 


In this exercise, you will start Windows Media Player and explore the available 
resources. You will then locate and listen to a radio station over the Internet. 


There are no practice files for this exercise. You must have speakers attached to your 
computer, and you will need an active Internet connection to complete the entire 


exercise. 
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Follow these steps: 


{1 Log on to Windows, if you have not already done so. 

2 = Onthe Start menu, point to All Programs, and then click Windows Media 
Player. 
The Windows Media Player window opens: 


} Windows Media Player 
File View Play Tools Help 


> Oo Playlist 
| Like Humans Do (radio edit) 
| 
Taskbar 
Information about the 
current song is displayed here. 
Making Movies 
Wind i é : ee. : 
A A S One of the new programs that come with Windows XP is Windows Movie Maker, a 


new for 


tool that helps you capture audio and video source material. After the source mate- 


WindowsXP ial is captured, you can use Windows Movie Maker to edit and arrange your clips to 
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create movies. With Windows Movie Maker, you can download video clips from your 
digital video camera or import video clips from other sources, and then edit them to 
create your own movie. You can add music and narration to your video and even 
insert still photos or title slides. When your movie masterpiece is complete, you can 
burn it to a CD, send it via e-mail, or publish it on the Web. 


To start Windows Movie Maker, on the Start menu, point to All Programs, point 

to Accessories, and then click Windows Movie Maker. For more information about 
the program, visit www.microsoft.com/windowsxp/home/guide/movies.asp, or start 
Windows Movie Maker and then consult its Help file. 
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When you open Windows Media Player, the sample playlist will probably open 
and start playing the first selection, which is Like Humans Do by David Byrne 


at the time of this writing. The display area shows the default visualization. 


Auto hi 
pork i 3 If you currently see a menu bar at the top of the Windows Media Player win- 


O, dow, click the Auto hide menu bar button. 
The window now looks like this: 
~ 
— - 
Like Humans Do (radio edit) 


E © © amtence: water 
sayin BYR 


Now 
Playing 
Meda 
‘mda 
Copy 
from CO 
Media 
trary 
Rade 
Tuner 
Copy io CD 
or Device 
Skin 
Choeser 
é 


| 
noy 


DS 
Troubleshooting 


If you click the Auto hide menu bar button while Windows Media Player is in full 
mode, nothing appears to change except the look of the button. When you restore 
the window to a smaller size, however, the menu bar will be hidden. 


4 On the taskbar, click Now Playing to display the current playlist. 


5 If no songs are listed in the playlist, click All Audio on the drop-down list to 
display a list of available audio tracks, and start a song. 


Select. 6 Click the Select visualization or album art button, and then click Musical 
visualization : 
or album art Colors on the drop-down list. 
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The name of 
the current 
visualization 
is displayed 


here. 


Next 
visualization 
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Night Lights: 


The visualization changes to reflect the first of the Musical Colors options, 


Da = Like Humans Do (radio edit) 
_ Like Humans Do (radio edit) 


Total Time; 3:33 


Click the Next visualization button to move to the next of the Musical Colors 
options, Colors in Motion: 


avid Byrn 


Like Humans Do (radio edit) 


& © Musical Colors: Colors in Motion 


Total Time; 3;3 


Use the Select visualization or album art and Next visualization buttons to 
look through the available options, settling on your favorite. 


On the taskbar, click Media Guide. 
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The WindowsMedia Web site opens: 


WindowsMedia.com 


om (=) @ F - MICHELLE Í 
E en TERT awiaen MAA 


t 


] 


viden, p De oe 
HEADLINES Ac * Bavid Byrne 


10 Browse through the Web site to see what it has to offer. 
11 On the taskbar, click Radio Tuner. 
The Radio Tuner opens: 


WindowsMedia.com Now Ti 99 g sasrateps-com 


Featured Stations Find More Stations > 


g 
: 


tounvy 

30s 

Adult Contemporary 
Jazz & Uluss 
Modern Rock 


tiiboerd Fedo 

Boombery WEBP 1130 AM Pada 

TyberP ed e200) com 80r Pop Hite 

Por antc Hour New Age Edebor: 

Jare FM 107 2 FM = 
Foday’'s Hits 

MEDIA az ng com Modarn Rock 

MINE" 


MOR Natinel Publie Padin 


a «© SE HO HM HM E KH BGO 


(EEEE EEE 


Padio Fraa Virgin V2 beats 


“ty Stations 


Recently Played Stations 


A list of featured stations is displayed in the left pane, and links to more sta- 
tions are available in the right pane. 


12 Inthe Featured Stations list, click through the radio stations until you find 
one that has a Play button. 


For each station, a description and its options appear. 
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13 Click the Play button to hear the station. 


The radio station’s Web site opens in a new window in the background, in 
case you want to check it out. 


14 Click Find More Stations. 
15 On the Browse by Genre drop-down list, click Classic Rock. 
16 In the Search box, type eagles. 


Search 17 Click the Search button. 
>} A list of classic rock stations that include music by the Eagles on their play- 
lists is generated: 


The Chick, Corea “a 
New Tho i kd 2 Jazz5teps.com ; 


i WindowsMedia.com 


j 7 a 

| < Return toMy Stations i Search Results: eagles 
d n 
( 


Browse by Genre ‘ 4 Station N: i i 
i 
a te 
f Search: 


= 5 Ps all7osmix.com - Pop/Rock Yearbook - 1977 56K Net Only 
: Z el 


YB Ali70cmix.carm - Pop/Rock Yearbook - 1975 Nat Only 


c j - Sk, t Onl 
Zip code tuson) | @ BestCountryMix.com - Alternate Roots 56k. Net Only 
Az cove (3) B © sestcountyitix.com - Country Rock zer, Net oniy 
B use Advanced Search 1 Æ BestRockMix com - West Coast Rock 58K Nat Only 
-OO pee, 
Copy to £O Today's Top Acts H @ Bonzaroocom - West oast Rock 100K Het Only 
or Device’ ' n 
aie Staind: "Break the Cycle" | @ cyberRadio2000.com '70s Pop Hits 28h Net Only 
i -ti i 
Preview ie iE eo] Il @ deskToptiits.com - Classic Rockers 100K, Net Only 
l 
Dido; "No Angel" 
Í Preview f Buy the.co $ @ DeskTopHitscom - Classic Rockars 28K Net Oniy i 
| Nelly Furtado; “whoa Nelly!" i @ MEDIArazing.com Seventias 28K Hat Only 
iaw tl Í 
Freva oy h e |© Musieplex com Ine ~ Soft Hits 56K Culver City, CA 
#NSYNG] "No Strings Attached" W i 
f Preview } Buy.the 6D I @ NetRadio.corn Vintage Rock 28K Net Only f 
Janet Jatkson: "All For You" e Wast Coast Eagles On Air 28K Australia a! 
< { > 


he 
Oona 2 


Surfing the Radio Waves 


Thanks to the Internet, you are no longer limited to listening to canned music; nor do 
you have to miss your favorite radio programs when you're away from home. Many 
radio stations are now broadcasting their content via the Web, which means that you 
can tune in from just about anywhere, if you have an active Internet connection and 
speakers or headphones. 


If you're looking for a specific radio station, you might be able to locate it via the 
Radio Tuner. To open the Radio Tuner from within Windows Media Player, click Radio 
Tuner on the taskbar. (The taskbar is displayed only in full mode.) To open the Radio 
Tuner from the Web, go to www.windowsmedia.com. You can search by genre, key- 
word (such as the call letters of a station or the name of a city), or zip code. If Win- 
dows Media Player can’t locate the station you are looking for, you can use your 
favorite Internet search engine. 
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18 Click a radio station, and then click Play to hear that station. 
Information about the station is displayed at the bottom of the Radio Tuner. 


Close 19 Click the Close button to close the Windows Media Player window, and then 
x] close the window displaying the radio station’s Web site. 


Personalizing Windows Media Player 


The default interface for Windows Media Player is a gray, black, and blue box that 
bears some resemblance to a space-age television or radio. This interface is called 
a skin. Twenty skins are available from within Windows, and many more can be 
downloaded from the Internet. The default skin is named Windows XP. 


Tip 
Don’t confuse the term skin, which is used to refer to the look of the Windows Media 
Player interface, and skin mode, which is one of the two views in which you can dis- 


play Windows Media Player. The skin you select sets the program’s look whether you 
are in skin mode or full mode. 


In this exercise, you will personalize the look and feel of Windows Media Player by 
changing the skin. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, and then click Windows Media 
Player. 


Windows Media Player opens. 
3 On the taskbar, click Skin Chooser. 
Tip 


You must be in full mode to access the taskbar. 


The Skin Chooser window opens, with the current skin selected on the left 
and the skin mode displayed on the right. 
4 Click each skin option on the left until you have previewed each one. 
Tip 
Clicking More Skins takes you to the WindowsMedia Web site, where you can select 
from a variety of other skins. 


233 


f 9 Having Fun with Windows XP 


5 Click your favorite skin, and then click Apply Skin. 


Windows Media Player changes to reflect your selection and switches to skin 
mode. For example, the Radio skin looks like this: 


F. A 6 Click the Return to Full Mode button to switch the interface to that mode. 
u ode 


If you want to change back to the standard skin, click Windows XP, and then 
click Apply Skin. 
Tip —— | 
If you don’t change the skin back to the default, your screen will not match the graph- 


ics shown throughout the rest of this chapter. However, the step-by-step instructions 
will still apply. 


Close 8 Click the Close button to close the Windows Media Player window. 


Listening to Music from a CD or from Your Computer 


Windows Media Player gives you virtually unlimited access to radio stations around 

the world and also enables you to listen to CDs and audio clips of various types. You 
can play audio clips in an order you specify or shuffle the available clips to create a 
random mix. You can also create a compilation of your favorite songs on your com- 
puter or, if you have a CD-RW drive installed, on a CD. 


When you insert a music CD into your CD-ROM drive, Windows Media Player auto- 
matically opens and plays the CD. As the music plays, Windows Media Player dis- 
plays a visualization that moves in time with the music. You can replace the 
visualization with a picture of the album cover, if it is available on the Windows 
Media Web site. 


You can copy songs from a CD to your hard disk and play them from there. By 
default, Windows Media Player protects the files so that they can’t be played on any 
other computer, to ensure that you don't inadvertently violate any copyrights. 
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In this exercise, you will use Windows Media Player to play a few songs from one of 
your own music CDs. You will then copy a couple of song tracks from the CD to your 
hard disk. 

There are no practice files for this exercise, but you must have a music CD, and 
speakers or headphones must be installed on your computer. To complete the entire 


exercise, you will need access to the Internet. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 

2 Ensure that Windows Media Player is not currently running. 
3 Inserta music CD into your CD-ROM drive. 
4 


If the Audio CD dialog box prompts you to select an action, click Play Audio 
CD using Windows Media Player, and then click OK. 


Tip 
If you would like to bypass this dialog box and automatically play music CDs in the 
future, select the Always do the selected action check box. 


The Windows Media Player window opens, and the first song on the CD 
starts playing. The artist and song title are displayed in the left pane. The 
album title is displayed in the drop-down list: 


Midnight Rain 


a 


© E O ambrence: Random 


b 
Ovnaas 
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Troubleshooting 


If your computer is not online when you insert the CD, the album, artist, and individ- 
ual tracks are not identified by name, only by track number. If the CD is by a well- 
known artist, the next time you go online and open Windows Media Player, the CD’s 
information is updated from an online database and stored on your computer, and 
from that point on, the information is available offline. For artists who are not in the 
online database, you can add track information yourself, and it will be stored on your 
computer. 


Left unattended, the CD plays from beginning to end, and then stops. 
Tip 
Some audio CDs contain interactive content that is displayed while the CD is playing. 
This display might affect the performance of Windows Media Player, and the audio 


track might sound a bit jerky while your computer is working on other tasks associ- 
ated with the interactive content. 


5 In the CDs playlist, double-click any other track to play it. 
6 On the taskbar, click Copy from CD. 


A dialog box opens with all the audio tracks on the CD displayed and 
selected: 


Pia ne TT x a 


este 
E 

mam 
PE 
We 
Z: 
io 
a.) 

B ii 
Z SE 
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a PE - S 


The graphics in this exercise show a music CD called Shakedown by Leslie Eliel, who 
has given permission for several tracks from this CD to be used on this book's CD- 
ROM. Your display will reflect the music CD you are using for this exercise and will 
look different from the graphics shown here. 


7 Clear the check box above the list of tracks to deselect them all, and then 
select the check boxes of two individual tracks to select them. 


8 — With the two check boxes selected, click Copy Music. 
Tip 
lf you are connected to the Internet, you can click Album Details to see information 


from the WindowsMedia Web site about the album and artist, and you can click Get 
Names to display or update a list of the track names. 


9 if the Copy music protection dialog box opens, giving you the option to turn 
off the automatic copyright protection of your copied CD files, ensure that 
the Do not protect content check box is cleared, and then click OK. 

As each of the selected tracks is copied to your hard disk, its status 
changes from Pending to Copying (with percent copied) to Copied to Library. 


10 When both files have been copied, click Media Library on the taskbar. 


The Media Library opens: 


———_ ET, > 


OM) 2) Shakedown 


Your recently copied album is selected, and the copied files are shown in the 
file list on the right. 
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Tip 

The first time you open the Media Library, you are prompted to search your computer 
for media files. Any files that are found are added to your library. You can repeat the 
search at any time to update your listings. 


11 Browse through the Media Library to see how it is laid out. 
12 To play one of the songs you just copied, double-click it. 


Cese 13 when you are finished, click the Close button to close the Windows Media 
Player window. 


Creating a Music Playlist 


If you often copy audio files to your hard disk, you can quickly accumulate hundreds 
of songs, and scrolling through folders looking for the next song you would like to 
listen to can be annoying. In Windows XP you can solve this problem by creating 
playlists. A playlist is a list of digital media files, such as songs, video clips, and links 
to a radio station. You can think of it as a virtual CD that is limited in size only by the 
storage capacity of your hard disk. You can treat a playlist as a collection, playing it, 
copying it, or burning it to a CD-ROM as a unit. 


In this exercise, you will create your own playlist from audio files on your hard disk. 


The practice files for this exercise are located in the SBS\WindowsXP\Playing 
\Playlist folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM” at the beginning of this book.) To complete this exercise, you must have 
speakers or headphones installed on your computer. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, and then click Windows Media 
Player. 


Windows Media Player opens. 
3 Click Media Library, and then click New Playlist. 
The New Playlist dialog box appears: 


New Playlist 
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4 Type Leslie Eliel, which is the name of the singer/songwriter who provided 
the practice files, and click OK. 


5 Without closing Windows Media Player, use Windows Explorer to browse to 
the SBS\WindowsxXP\ Playing \Playlist folder. 


Tip 
To open Windows Explorer, on the Start menu, point to All Programs, point to Acces- 
sories, and then click Windows Explorer. 


6 Right-click The Cowgirl Song, and click Add to Playlist on the shortcut menu 
that appears. 


The Playlists dialog box is displayed: 
Playlists A 


Select playlist: 


GB My Playhst 
E Lese tied 


& ample Playlist 


7 Click Leslie Eliel, and then click OK to close the dialog box. 


The Windows Media Player window is now active, and you can see that The 
Cowgirl Song has been added to the Leslie Eliel playlist. 


8 Return to Windows Explorer, and repeat steps 6 and 7 to add Time To Be 
Planting Again to the playlist. 


9 In Windows Media Player, double-click the Leslie Eliel playlist to play the first 
song in the collection. 


When the first song is finished, the second one plays. 
Close 10 When you are finished, click the Close button to close the Windows Media 
~] Player window. 
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Copying Music Files to a CD or Handheld Device 


If you have a CD-RW drive or removable storage device installed on your computer 
or if you have a handheld device, such as a Pocket PC, on which you would like to 
play music, you can easily copy files from your computer using Windows Media 
Player. To copy a file, you must first have saved it in the Media Library. 


In this exercise, you will copy selected audio tracks from the Media Library to a 
CD-RW drive or removable storage device. 


There are no practice files for this exercise, but you must have a CD-RW drive or 
removable storage device attached to your computer. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 = On the Start menu, point to All Programs, and then click Windows Media 
Player. 


Windows Media Player opens. 
3 On the taskbar, click Copy to CD or Device. 


Windows Media Player searches for appropriate storage devices. The search 
results are listed in the Music on Device pane. 


a In the Music to Copy drop-down list, select the album or type of music from 
which you want to make your selection. 


The available files appear in the left pane. By default, all the listed files are 


selected. 
5 Clear the check boxes of any files that you do not want to copy. 
6 In the Music on Device drop-down list, select the destination drive. 


If you select a removable storage device that already contains music files, 
the folders and audio files on the destination drive appear in the right pane. 


7 Click Copy Music. 


As each of the selected tracks is copied from your hard disk, its status 
changes from Inspecting to Copying to Complete. 


The copied files are added to the list of audio files in the right pane. 


8 ~~ When you are finished, click the Close button to close the Windows Media 
Player window. 
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Sharing Digital Photos 


If you have a digital camera, you can use Windows XP to easily download photo- 
graphs to your computer. When you connect a Plug and Play camera to your com- 
puter, Windows XP recognizes it and starts the Scanner and Camera Wizard to 
install it. If your camera isn’t Plug and Play, you can manually start the wizard. You 
can install as many cameras as you want. After a camera is installed, you simply con- 
nect it to your computer's input port, and the Scanner and Camera Wizard starts 
and guides you through the process of downloading files. 


Tip 
If your digital camera stores photos on some kind of removable memory, you can 
transfer those photos to your computer using an appropriate adapter. 


After you have downloaded the photos, you can copy them to the My Pictures folder, 
or to any other folder to which you have assigned picture properties, so that all the 
picture-folder options are available. For example, you can view all your photos as 

a slide show, or you can have Windows use your photos as a personalized back- 
ground for your desktop. 


Tip 
You Can assign picture properties to a folder by right-clicking the folder, clicking the 


Customize tab, and then selecting the Pictures or Photo Album template in the 
drop-down list of templates. 


You can also take advantage of the following new Windows XP photo-processing 
options: 


E The Photo Printing Wizard walks you through the process of formatting 
and printing photos. After you start the wizard, you can select one or more of 
the photo files in the current folder for printing. The wizard then prompts 
you to select an appropriate printer and type of paper. 


_ Onine E The Online Print Ordering Wizard helps you order prints of your photos 
BU ake a over the Internet. You select a printing company, specify the size and num- 
new for ber of prints you want, and then provide billing and shipping information. 
WindowsXP The wizard transmits your photos and information to the printing company, 


which then processes your order and sends you the prints. This is a great 
way to get prints of your digital photos without investing in a photo printer, 
and without even leaving your own house! 
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Watching DVD Movies 


Most digital video disc (DVD) movies come complete with software that you instali 
on your computer so that you can watch the DVD and use any included interactive 
content, such as Web links and video games. With Windows Media Player, you can 
centralize all your media files in one program and play DVDs as easily as you play 
CDs. 


Windows Media Player has all the functionality of a regular DVD player: You can 
watch movies, fast forward, reverse, move between movie segments, and access all 
the special features included on your DVD. When you are online, you can also down- 
load information about each disc from the WindowsMedia online database. 


To play a DVD, you must have a DVD-ROM drive and a Windows XP—compatible DVD 
decoder installed on your computer. If you don't have a DVD-ROM drive installed, or if 
your DVD decoder is not compatible with Windows XP, the Plav OVD option will not be 
visible in Windows Media Player. After you install Windows XP, you will probably need 
to upgrade your DVD decoder as well. Windows XP-compatible DVD decoders are 
available from DVD solution providers, including the following: 


mM National Semiconductor Corporation (Mediamatics DVD player): 
hitp://www.national.com/appinfo/dvd/support/mstt/ 


4 MGI Software Corporation (Zoran SoftDVD and MGI SoftDVD Max): 


http://www. imgisoft.com/products/ dvd/updates.html 


E  Ravisent Technologies (Software CineMaster or CinePlayer 1.0): 
http://www. ravisentdirect.com/upgrade/dvdup.html 


M InterVideo, Inc. (WinDVD): 
http,,/www. inter video.com,/products/custom,ms/windowsxp/upgrade.jsp 


B® CyberLink Corporation (PowerDVD): 
http://www. intervideo.com/products/custom/ms/windowsxp/upgrade./sp 


The first time you try to access the DVD options, if you need to update your DVD 
decoder and you are not online, Windows Media Player creates a desktop shortcut 
called Upgrade DVD Decoder. You can double-click this shortcut to link to the update 
site the next time you are online. 


To watch a DVD movie with Windows Media Player: 
1 insert the DVD into the DVD-ROM drive. 
2 Start Windows Media Player. 
The chapters and titles on the DVD are displayed. 


3 Click Play DVD to play the entire movie sequentially, or click a specific chap- 
ter or title and click Play DVD to play only that segment. 
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If you are working on a network, you can save your photos in a folder on your net- 
work, and if you have Internet access, you can publish your photos on the Web so 
that they are available for family and friends to view. 


If you don’t already have a Web site, you can publish your photos to an MSN Com- 
munities Web site. MSN Communities is an area of the Microsoft Network (MSN) 
where you can create your own “community” (interactive Web site) or participate in 
existing communities. You could create a community for your family, a social or work 
group of which you are a member, or a special-interest topic. You can share news, 
documents, photos, lists, appointments, and many other types of information within a 
community. 


In this exercise, you will publish photos from your hard disk on the Web. You will 
need an active Internet connection to complete this exercise. 


aN The practice files for this exercise are located in the SBS\WindowsXP\Playing\Photos 
( "Oy folder. (For details about installing the practice files, see “Using the Book’s CD-ROM” 
at the beginning of this book.) 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 On the Start menu, click My Computer. 


3 3 In the Address box on either the toolbar or the taskbar, type C:\SBS 
2 \WindowsXP\Playing\ Photos, and then click Go. 


The specified folder opens in Windows Explorer. The folder contains four 
photo files. 


4 On the File and Folder Tasks menu, click Publish this folder to the Web. 
The Web Publishing Wizard appears. 
5 Click Next to continue to the wizard’s Change Your File Selection page. 


All the files contained in the folder are displayed on this page. You can 
select or clear each file’s check box to indicate whether or not you want to 
publish it, or you can select or clear all the check boxes using the buttons at 
the bottom of the page. 


6 Leave all the files selected, and click Next. 
You are given a choice of where you want to publish the files. 
7 Leave MSN Communities selected, and click Next. 


You are asked whether you want other people to be able to view your files or 
whether they are for your private use. 


8 Click Shared, and then click Next. 
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9 


msn. i = ©2001 Microsoft Corporation. All rights reserved 


The first time you attempt to publish shared files, you are given the opportu- 
nity to create a new community: 


Web Publishing Wizard 


Where do you want to publish these files? 


Create a new Community on the web 


Click Create a new Community on the Web, and then click Next. 


You use this page of the wizard to set up your community: 


Web Publishing Wizard 


Set up your Community 


Choose a name for your Community 
Enter your email address 
| have read and accepted the Code of Conduct 


© Yes 
ONo 


[M] Add a link to this site in Favorites 
[Z] Add a link to this site in My Network Places 
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10 Type a name for your community (choose something fairly uncommon), 
enter your e-mail address, read and accept the Code of Conduct, and then 
click Next. 


Tip 


If you have a Hotmail account, your e-mail address might be entered for you. 


Your MSN Community is created, with a default folder structure like this one: 


Web Publishing Wizard 


File Destination 
Please choose the folder in your Community where you want to put your files. 


Win XP SBS 


File Information 


© Documents 
f=] Pict Space available: 28.21 MB 
ictures Space required: 0.08 MB 


Total Capacity. 28.64 MB 


msn. = ©2001 Microsoft Corporation. All rights reserved. 


You are initially allocated 28 MB of storage space. As you add files, this 
page of the wizard lets you know how much space you have left. 


11 Click Shoebox (or the equivalent name in the displayed folder structure) to 
specify that you want to store the photo files you are publishing there, and 
then click Next. 


The next page of the wizard offers to resize your photos. 
12 Leave the default options, and click Next. 
Your photo files are copied to the MSN Web site as part of your community. 


13 On the last page of the wizard, make sure that the Open this site when | 
click Finish check box is selected, and then click Finish. 
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The MSN Communities page opens in your Web browser: 


- ix 
E 


3A Win XP SBS - Microsoft Internet Explorer 
File Edt View Favorites Tools Help 


Ge © ’ jx) A fa JO search fe Favortes Pre © B- Say 


Address ES http:/fwww.msnusers .comjWinXPSBS}_whatsnew.msnw 


~ 1>] G ums ”? 


Ee eee eee ee eee 


| 22 Communities “Home Y? My Communities ®© Help Rr 
Win XP SBS Welcome Stevel. (manager) 


What's New <, MN Links 
Back to School Deals Celebrity Astrology Fall Movie Guide Tips for Going to College 


Documents 
Photo Albums 


Ə Edit Welcome Message > Inyite Others to Join Your Community 


Manages Tools 


Manager Tools 
Add 9 Page 
Manage Pages 
Invite Others to Join 


Welcome to the family of MSN Communities. 


You can view Documents or Photo Albums in this community by 
clicking a link on the left. 


You can also use Communities to share messages, 
appointments, or lists with your friends. Managers can expand 
the Community by adding new pages. 


Add a Page 


New Messages 


Yiew all 
j New Photos  » ‘View all 


You are logged on to your new MSN community as the manager. You can 
view the photos you just published or try out some of the management tools 
provided on the right side of the page. 


Tip. _ | 
The next time you go to the site, you will arrive as a visitor, just like anyone else. If 
you would like to perform management tasks, you can click Passport sign in in the 


top right corner of the window and enter your Passport user account name and pass- 
word. You will then have access to the various management tools. 


14 Look through the Community page to see what it has to offer. 


15 To look at the photos you uploaded, click Photo Albums on the menu at the 
left side of the screen and then click Shoebox. 
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The screen now looks like this: 


I Win XP SBS - Microsoft Internet Explorer 
Fle Edt View Favortes Tools Help 


Q a x © = x) A KA p Seach J Favortes Meda © a ab fod W 


Address 2 http://eww.msnusers.com/winXPSBS/shoebox.msnw 


» Elo wis 


AI. 


Welcome Stevel. (manager) 


Win XP SBS 
What's New Shoebox 


View: © Orid View ES Take ma to 
Choose Another Photo Album 


ie) Bote @ Buy Photo Products 
+ add Photos 4f Reposition ‘XÊ Delete Photos 


— Notify Me 
/ ase! 
1 — . = Ss 2 


Notice Mictosoft has no responsibility fot the content featured in this Web Community. Clice hese to: morg into 


Manager Tools 


Other Links: Special Features: 


16 To make it easy to return to the page at any time, on the Favorites menu, 
click Add to Favorites, and then OK. 


You can now return to your community by selecting it from the Favorites menu. 


Close 17 When your're finished, click the Close button to close your browser, and then 


click Close again to close Windows Explorer. 
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Clean up your hard disk, 


© Help an Sara em i - l ECER 
© Back + 7] Ag Index FE Favortes 8) History, m Support aA Options 
Search -= @ Help and Support Canter 


Set search options Windows XP Professional 


$F tate avon 3 Change View y Print... E Locate in Contents 


x Network Diagnostics 
Diagnose operating 


“system problems, 
page 251 


[2 My Computer Information 


Network Diagnostics scans your system to gather Information about your hardware, 


System Restore E software, and network connections. 


[E Remote Assistance Tell me about Network Diagnostics 


Offer Remote Assistance 


{Fi Network Diagnostics E Scan your system 


= —_ — n z a eb <canning options 
i 
>: Disk Cleanup for (C:) Show Saved Files (_Saveto file, 


t Service 


a Disk Cleanup More Options, http: {services msn. com/svesfhotmallfhttpmail, asp 


“page 257 


‘You can use Disk Cleanup to free up to 10,582 KB of disk Bou CCOGCCLE 


a 
‘Sag? space on (C) 


Files to delete; 


Pal )Downloaded Program Files OKB & 


4 8T emporary Internet Files 3471KB | 
O we! Recycle Bin 7,080KB | 
O fa Temporary files OKB 
O fa WebClient/Publisher at Files 


Ow 


ger ol Not Configured 


er Information 

er System OTS!-JOANP 
ting System Microsoft Windows XP Professional 
5.1.2600 


Total amount d DI and Saui Center (ENR) 


@ ox M Ge A) CG Index Sp Favorites £3} History upport 3 Options 


Search © Help and Support Center 


Set search options ‘Windows XP Professional 


Description 


Downloaded 
' downloaded 9 
pages, They 
Files folder a 


se Add to Favorites 8 Change View 


Remote Assistance 


= Printo 5 Locate in Contents 


E Aska Friend to help 
C] Get help from Microsoft 
E Go to a Windows Web site forum 


i 


Pick how you want to contact your assistapt 


Use Windows Messenger .. 


File Edt 


View Favorites Tools Help 


>) wao 


©) search R Li © 2 = T3 GE i 


Windows XP Newsgroups 


Windows XP > 
Expert Zone Home Page 


Get remote 
assistance from 
a friend or 
colleague, 
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other Windows XP users, You can access these newsgroups fro 
Web or using a news reader such as Outlook Express, For help, 4 
Windows XP Newsgroup Setup Instructions, 


Columnists 
PEES Tips 


[ Newsgroups J 


| Windows Family r Before joining in, be sure to check out the terms of use, 
Windows Update 


Ey Getting Started (K Being Productive @) Making: 


Add b Windows XP è Networking and the > Music Get help from 
Expert pou Genera! Web Web-based reader Windows 
to your Web-based reader Web-based reader 
favorites > Photos newsgroups, 
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Chapter 10 
Solving Problems 


After completing this chapter, you will be able to: 


Update your operating system manually or automatically. 
Diagnose operating system problems. 

Clean up and defragment your hard disk. 

Get answers and help from a variety of sources. 


MeN SS 


Back up and restore files, folders, or your entire operating system. 


Microsoft Windows XP is the most advanced Windows operating system to date. Its 
user-friendly interface, with menus that change depending on where you are or what 
you are doing, means that your time can be spent working or playing efficiently, 
rather than trying to figure out how to use your computer. However, the fact that 
Windows XP is easy to use doesn’t mean that you won’t ever experience a problem 
while using your Windows XP computer. One of the first things you learn in skiing is 
how to recover safely and gracefully from a fall; this is also a good thing to learn in 
computing. 

As a Windows XP user, you can get help in a variety of ways. In this chapter, you will 


learn not only how to get help after a problem has occurred, but also how to keep 
your system up to date so that problems do not occur in the first place. 


The practice files for this chapter are located in the SBS\WindowsXP\Backup folder. 
(For details about installing the practice files, see “Using the Book’s CD-ROM?” at the 
beginning of this book.) 


Keeping Your Computer Up to Date 


Microsoft Windows Update is an Internet-based service that scans your computer 
and recommends or installs any updates that are available for your operating system, 
your software programs, or your hardware. Quite apart from knowing that you have 
the “latest and greatest,” Windows Update ensures that your computer is equipped 
with security “patches” as they become necessary and available. You can access the 
Windows Update site at windowsupdate. microsoft.com or through either the Control 
Panel window or the Help and Support Center in Windows XP. 
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During the update process, Windows Update collects the version numbers of your 
operating system, Web browser, and other installed software, as well as the Plug and 
Play ID numbers of the hardware devices that are connected to your computer, and 
then compiles a list of updates that are available for your system. Some updates are 
classified as critical and are selected for installation by default. Gf you do not want to 
install an update that is marked as critical, you can remove it from your list of selec- 
tions.) Other updates are optional and are not selected. Windows Update provides 
you with a list of the updates and their descriptions and then installs only those you 
select. When the update process is complete, the version and ID information that was 
collected from your computer is discarded. 


If you don’t want to bear the responsibility of remembering to manually update your 
system, or if you want to be sure you have updates as soon as they become available, 
you can instruct Windows XP to automatically update your system through the Win- 
dows Update site. You can choose to have Windows XP download updates and 
notify you when they are ready to be installed, or you can choose to be notified 
before the updates are downloaded. 


If you have not selected an automatic update option, Windows XP prompts you to 
update your operating system from time to time by displaying a message in a bubble 
note near the notification area. Clicking the message opens the Automatic Updates 
Setup Wizard, which leads you through a short process to select your update option. 
You can also change your update option at any time through Control Panel or the 
Help and Support Center. 


In this exercise, you will instruct Windows Update to automatically deliver important 
software and hardware updates to your computer. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 = On the Start menu, click Control Panel. 
3 In the Control Panel window, click Performance and Maintenance. 
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The Performance and Maintenance window opens: 


P Pettomance and Mamtenance EEk) 
Fie Edt View Favores Toos Help 


@ bet - © oa p> Seach LS Folders One 


Address O Peitamence and Maintenance 


Performance and Maintenance 


See Also 
Ww Fie Types 


Fe Pick a task... 


Trctleenootatt {>] See basic information about your computer 


DB Retup ad Srdoww >] Adjust visual effects 
[3] Free up space on your hard disk 


[S] Rearrange items on your hard disk to make programs run faster 


or pick a Control Panel icon 


=. f 
PT. Administrative Tools “Pà Power Options 


£ Scheduled Tasks Y f System 


4 In the Performance and Maintenance window, click the System icon. 
The System Properties dialog box opens. 
Click the Automatic Updates tab. 


Click Download the updates automatically and notify me when they are 
ready to be installed, and then click OK to close the dialog box and save 
your changes. 


Close 7 Click the Close button to close the Performance and Maintenance window. 


x] 


Diagnosing System Problems 


When your computer crashes, it’s a pretty obvious problem. But if it just seems to 
be slower than usual, it can be hard to figure out what’s wrong. Windows XP comes 
with a variety of tools that you can use to find out what’s happening with your com- 


Q gi 


puter, including: 


— My Computer Information, which you can use to find out what programs and 
hardware are installed on your computer and how much memory is avail- 
able. You can also review diagnostic information such as the operating sys- 
tem and the speed of your processor. 

mM Network Diagnostics, which you can use to gather information about your 
computer to help you troubleshoot network-related problems. 
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E Advanced System Information, which links you to specialized information 
that a technical support person might need in order to solve a particularly 
difficult problem. 


All these tools are available through the Help and Support Center. 
In this exercise, you will gather diagnostic information about your computer. 
There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 On the Start menu, click Help and Support. 
The Help and Support Center window opens. 


3 In the Help and Support Center, click Use Tools to view your computer infor- 
mation and diagnose problems. 


The Help and Support Center displays the Tools menu, like this: 


z n — 
© Help and Support Center 


Oa- Q- H Ome Vig Favorkes {O Histon (Fil Supot vy} options 
Search i 5) @ Help and Support Center 


Set search options Windows XP Professional 


E My Computer Information a Tools 


[© system Restore © 
) E Remote Assistance 
O Offer Remote Assistance Pick from the list of tecls and yesdurces to help you manage 
| E Network Diagnostics and support yotir Wires Gperating system. 
; Disk Cleanup i 
E) Disk Defragmenter 
1 E Backup 


See Also 


$ E windows Glossary 
E Windows keyboard shortcuts overview 
E Tools 


[© Goto a Windows newsgroup 


©@ Help and Support Ce... 


4 On the Tools menu, click My Computer Information. 


The My Computer Information tool opens in the right pane of the Help and 
Support Center. Five options are available: 
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€) Back 7 


a 
© Help and Support Center 


Q- O D o Prrwotes rss, [Fy] support) options 


Search | >) 


t caarch options 


Tools 
[B] Hi Coredie waso 
O system Restore E 
Remote Assistance 
E fer Remote Assistance 
O Network Diagnostics 
O des}. Cleanup 
[A Disk Defragmenter 
O Batu 


See Also 
DB) windows Glossary 
E windows teyboard shortcuts overview 


O Tools 
O Goto a Windows newsgroup 


@ Help and Support Center 


Windows XP Professional 
S- i & Change View erin. LAS Locate in Contents 


My Computer Information 


What do you want to do? 


You cen check what programs end herdware ere installed on this computer, the amount of 
memory eveilable, or review diagnostic information about the health of this computer 
system, 


=) View generel system informetion ebout this computer 
ven the status of stem hardware 
Find informetion about the hardware instelled on this computer 


>) View a list of Microsoft softwere instelled on this computer 


&) view Advenced System Informetion 


O tek and Support Ce... 


@ Heip and Support Center 


Ow-O 2 


O My Cormpere Information 
E system Restore © 
Remate Assistance 


© Offer Remote Assistance 


O Network Diagnostics 
©) Disk Cleanup 

Dish Defregmenter 
Backup 


See Also 


© windows Glossary 

[D windows keyboard shortcuts overview 
B Tools 

Go to e Windows newsgroup 


$ 


Click View general system information about this computer. 


Windows XP polls your computer for general information and generates a 
report like this one: 


Index he Favortes €2) ristory [Fj] suport”) Options 


@ Help and Support Center 


Windows XP Professional 


SO sa Sigil & Chenge View Brint.. K Locate in Contents 


> 


My Computer Information - Generat 


Refresh screen 


System Manufacturer Intel Celeron processor 


System Neme Version: x86 Family 6 Model 6 
Stepping 0 


8105 | Award Software, Inc. 


Speed: | 400 MHz | 
Version: | ASUS P2B ACPI BIOS ee aa 
| Revision 1007 


a 


System ‘OTSI-JOANP 
Neme! 


Domain: otsihg, local 


| Microsoft Windows XP Professional 


=_— i | Time Zone. | Pacific Daylight Time 
Version: | 5.1.2600 


| ae [00 | Proxy None 
| Server; 


ela eae IP Address: 192.168,1.8 
PID: 55034-005-0497906- 


Connection: | Workstation 


6 When you are finished looking at the report, click the Back button on the 
toolbar. 
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7 Click View the status of my system hardware and software. 
Windows XP generates a report like this one: 


© Help and Support Center 


Search MO @ Help and Support Center 


Set search options Windows XP Professional 


| gt acs ta p igr a Chenge yew a Print 5 Locate in Contents maj 


My Computer information - Status 


1B My Computer Information 4 Refresh screen 


System Restore © 7 
Peann Obsolete Apphcation and Device Drivers 


App/Device | Driver FileName Manufacturer Help 


Remote Assistance 


Offer Remote Assistance 
None 


[© Network Diagnostics 


[© Disk Cleenup System Software 


E} Disk Defragmenter | | System Software Date Created Help 


Pg Microsoft Windows XP Fridey, August 24, 
| Professionel z 2001 12:00:00 AM 
seca Wednesdey, December 23, 
1998 12:00:00 AM 


B Windows Glossary 
Windows keyboard shortcuts overview 
Tools 


| Status | Help 
“| supported | "| Troubleshooter 


E Go to a Windows newsgroup 


Eğ C) Help ard Support Ce... 


Ge 


When you have checked out the report, click the Back button. 


he 


Click Find information about the hardware installed on this computer. 
Again, Windows XP generates a report like this one: 


© Help and Support Center 
@ px id @ EA oC Index She Favortes 3) Histo: R support sf} Options — | 
Search M (>) @ Help and Support Center 


Set search options Windows XP Professional 


$ s Add tofa art - & Change view pa Print... K 
ane = om —— 


ara 


My Computer Information - Hardware 


Paley Conan rane oa Refresh screen 

Remote Assistance i a | {C;) Cepacity - 4,01 GB 

[2 Offer Remote Assistance E = E Used 2.1368 

E Network Diagnostics q IE Free: 1.88 GB 

EY} disk Cleanup 

Disk Defragmenter g . 
Beckup So q 4 Plug end Pley Monitor q 53 VIRGE DX/GX 


True Color (24 Bit) í s3m.sys 


See Also 600 x 600 Friday, August 24, 


‘Windows Glossary ; Active 


Windows keyboard shortcuts overview 


Toals 4 
LB) Go to a Windows newsgrou 
od y ee | : YAMAHA OPL3-SAx 


WDM Driver 


(w) Help and Support Ce.. 
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10 When you are finished looking at the report, click the Back button on the 
toolbar. 


11 Click View a list of Microsoft software installed on this computer. 
Tip 
The name of this link is somewhat misleading, because the report includes all the 


software that runs automatically when you start your computer, and non-Microsoft 
software is not excluded from that list. 


Windows XP polls your computer for software information and generates a 
report like this one: 


å 
® Help and Support Center 


@ Help and Support Center 


Windows XP Professional 


Ea addy & Change iew g Brint... K -Locate in Çontents 


My Computer information - Software 
Refresh screen 


a —————S—— 
D system Restore E 
‘ Microsoft Registered Software | Product Identification (PID) | 


D Remote Assistance 
[D Offer Pemote Assstance Windows 
| i 


DB) Network Diagnostics | Office i | 


BD Osk Geanup r 
Dask Defragmenter ‘© Startup Program Group 
D bahp Software | Install Date 


| 
eae 
Microsoft Office | Tuesday, February 13, 2001 | 
See Also | ctfmon.exe | Friday, August 17, 2001 | 


MSM! | Friday, August 24, 2001 
D Windows Gossary roms ———S i - i] 


Windows keyboard shortcuts overview = 
= © Windows Watson Crash Information 
Tools 


Date - Time Description 


O Goto a Windows newsgroup 
None 


12 When you are finished looking at the report, click Network Diagnostics on 
the Tools menu. 
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The Network Diagnostics tool opens in the right pane of the Help and Sup- 
port Center. These two options are available: 


© Help.and sad Center 
Q ax - & A g mex J Favortes £2) tastory (T) support 4} Options = 
Search i >) @) Help and Support Cente 


Set search options Windows XP Professional 


antes & Change View g Print... 5 Locate in Contents 


jo 


Network Diagnostics 


[D My Computer Information Network Diagnostics scans your system to gather information about your hardware, 
are network connections. 


D system Restore 2 
| © Remote Assistance i Tell me about Network Diagnostics 
| D Offer Remote Assistance 
{ D Network Diagnostics Scan your system 
Í O Disk cleanup i Set scanning options 

D Disk Defragmenter 


Backup 
See Also 


BD Windows Glossary 
Windows keyboard shortcuts overview 
Í D Tools 


B ©) Go to a Windows newsgroup 


6 ğ @® Help and Support Ce.. 


13 Click Set scanning options. 

A list of options replaces the command. 
14 Select all the check boxes, and then click Scan your system. 
Tip 


If you want to scan your entire system every time, click Save Options. 


Command-Line Operations 


Advanced (or old-fashioned) users can interact directly with their computer through 
the command shell, a non-graphical program that provides direct communication 
between the computer user and the operating system. Windows XP provides a com- 
plete command-line reference and a number of new command-line tools, which are 
available through the Help and Support Center. 


For more information about the command-line tools, search for command-line refer- 
ence in the Help and Support Center. 


Windows XP gathers information about your hardware, software, and network 
connections, and then generates a report: 
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© Heip and Support Center (= fea) 
Q% - Ə A A ex She Favortes LA hory (TE) Support y) options 
Search M 5) © Help and Support Center 


set search options Windows XP Professional 


yẹ É A Change View g Brint.. ai Locate in Contents 


Network Diagnostics 


A My Computer Information 
Network Diagnostics scans your systam to gather information about your hardware, 
1) system Restore € softwara, and network connections. 


E Remote Assistance Tell ma about Natwork Diagnostics 

E Offer Remote Assistance 

DO Network Diagnostics $5) Scen your systam 

D Osk Cleanup $5) Set scanning options 

[E Desk Defragmenter Show Saved Files |__Save to fie... 

O Bacup [internet Servite 
http://sarvices.msn.com/svcs/hotmell/httpmall. asp 


See Also 
Not Configured 


Windows 
a Glossary Tigera Explorer Wot Configured 
©) windows keyboard shortcuts overview 
omputer Information 
D Toots E] Computer System OTSI-JOANP 
FA Go to a Windows newsgroup Operating System Microsoft Windows xP Professional 
Everson 5.1.2600 


Close 15 When you are finished looking at the report, click the Close button to close 
[x] the Help and Support Center. 


Cleaning Up Your Hard Disk 


Every time you open a file, access a Web page, install a program, or download a file, 
a temporary file is created in a specific directory on your computer. Most of these files 
are deleted automatically when they are no longer needed. However, poorly behaved 
programs sometimes don’t clean up after themselves, resulting in megabytes of 
unnecessary files on your hard disk. 


Other types of unused files can also clutter up your hard disk. A common culprit is 
the Recycle Bin—by default, deleted files are stored in the Recycle Bin until you 
empty it. 

Tip 

To delete a file without temporarily storing it in the Recycle Bin, press (er J+ [ea 


instead of [a]. To always bypass the Recycle Bin, rightclick the Recycle Bin, click 
Properties, select the Do not move files to Recycle Bin check box, and click OK. 


You can use Disk Cleanup to free up space on your hard disk by removing down- 
loaded program files, temporary files, and offline files; compressing old files; and 
emptying the Recycle Bin. It is a good idea to run this utility at least once a year, or as 
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often as once a month, to keep your drive in good order. You can schedule Disk 
Cleanup or any other installed programs to run at regular intervals through the 
Scheduled Task Wizard. To start the Scheduled Task Wizard, on the Start menu, 
click Control Panel, and then click Performance and Maintenance. In the Perfor- 
mance and Maintenance window, click the Scheduled Tasks icon. In the Scheduled 
Tasks window, double-click Add Scheduled Task. 


In this exercise, you will run the Disk Cleanup utility on your computer. 


Tip 


Depending on the number of files to be compressed and deleted, Disk Cleanup 
takes approximately one to three minutes to run. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Disk Cleanup. 


The Disk Cleanup dialog box appears: 


« Disk Cleanup for (C:) 


Disk Cleanup | More Options | 


ws. You can use Disk Cleanup to free up to 10,582 KB of disk 


or space on (C:). 
Files to delete: 
[_] Downloaded Program Files mc ~ | 


& Temporary Internet Files 3.471 KB | 
E W Recycle Bin 7.080KB | 
E [al] Temporary files OKB | 
g [al WebClient/Publisher Temporary Files 32KB G 4 


Total amount of disk space you gain: 3.471 KB 


Description 


Downloaded Program Files are Activex controls and Java applets 

_ downloaded automatically from the Internet when you view certain 
pages. They are temporarily stored in the Downloaded Program 

Files folder on your hard disk. ! 


3 Select the check boxes of all the categories that currently have files avail- 
able for deletion. 


The total amount of disk space that will be freed up is indicated within the 
dialog box. 
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4 To view a description of the files that will be deleted, click each file type (not 
the check box). 


The description is displayed below the check boxes. If a list of the files that 
will be deleted is available, a View Files button is also displayed. 


5 Click View Files if it is available. 
The selected files are displayed in Windows Explorer. 


6 Click the More Options tab to display other types of files that can be deleted 
to free up space on your computer. 


Troubleshooting 


The files that you can delete through the More Options tab might be necessary for 
the running of your computer, so you might not want to make selections through this 
tab unless you are desperately looking for ways to free up space. 


7 After you have selected all the files you want to delete, click OK. 
8 Click Yes to confirm that you want to proceed with the deletion. 


As Disk Cleanup completes the selected operations, a progress bar indi- 
cates how the cleanup is proceeding. You can cancel the cleanup at any 
point during the operation. The Disk Cleanup dialog box closes when the 
operation is complete. 


Defragmenting Your Hard Disk 


There can be times when, although there is nothing specifically wrong with your 
computer, it is not operating at its peak efficiency. You might think that your com- 
puter is simply not as fast as it used to be, and although perceived speed can be a 
function of your own level of patience, it might also be true that your system has 
slowed down since it was new. Unlike a sewing machine or a blender, a slow com- 
puter probably isn’t due to the parts getting old and worn out; it might simply be that 
your hard disk has become cluttered and fragmented. 

You can use Disk Defragmenter to analyze all the data stored on your hard disk 
and then consolidate fragmented files and folders into contiguous chunks to create 
the largest possible areas of available space. Your hard disk drive is organized into 
one or more volumes that can each be defragmented separately. Each volume has 
a drive letter assigned to it. 


Troubleshooting 
You must be logged on to your computer with administrative privileges to run Disk 
Defragmenter. 
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In this exercise, you will run the Disk Defragmenter utility on your computer. 

Tip 

Depending on the size of your hard disk, Disk Defragmenter can take up to an hour 
to run. 


There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 = On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Disk Defragmenter. 


The Disk Defragmenter dialog box appears: 


» Disk Defragmenter 
Fila Action Yiaw Halp 


Session Status Fila Systam Capacity Free Spaca % Free Spaca Pe 
NTFS 4,01 GB 2,51 GB 62 % 


Estimatad disk usaga bafora defragmantation: 


|  Estimetad disk usaga aftar dafregmantation: 


Í Defragmant f Pause 


| a Fragmantad fias WË Contiguous files W Unmovebla fias [Z] Fraa spaca 


3 Click the C: volume to select it for defragmentation and then click Analyze. 


Disk Defragmenter analyzes the volume and then recommends whether you 
need to defragment the disk. 


4 Click View Report to see information the program collected about the 
volume. 


5 If defragmentation is recommended and you want to do it at this time, click 
Defragment. Otherwise, click Close to close the report window. 


6 Ifyou choose to defragment the volume, click Close to close the Disk 
Defragmenter dialog box when the defragmentation process is complete. 
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Helping Yourself 


It is fairly common for people to purchase furniture, toys, bikes, or other things that 
require assembly, and then neglect to read the instruction manual until they actually 
have a problem. Along the same lines, many people never consult the Help file in a 


software program, because they don’t realize how much good information can be 
found there. 


Windows XP takes the concept of the Help file to new heights with the Help and 
Support Center. As the name implies, the Help and Support Center is the place to go 
when you're having troubles—you can help yourself, or you can ask other people for 
help. The help offered is more than just a common Help file: It includes multimedia 
product tours targeted at different audiences, general and specific articles, a compre- 
hensive glossary, tutorials and demonstrations, and links to most of the tools that you 
need to keep your computer running smoothly. You can choose from a list of com- 
mon topics on the main page of the Help and Support Center, search the database by 
keyword or phrase, or look up specific topics in the index or table of contents. When 
you're connected to the Internet, you can easily include the Microsoft Knowledge 
Base in your searches as well. 


When you search for information, your search results are divided into three areas: 


™ = The Suggested Topics listing displays topics that are most likely to be of 
interest to you, because the search terms you entered match the keywords 
defined by the topic’s author. 


™@ The Full-text Search Matches listing displays all the topics in which the 
individual words of your search terms appear. 


™ The Microsoft Knowledge Base listing displays articles that pertain to your 
search phrase from Microsoft’s online database of product support informa- 
tion. This listing is available only when you are online. 


You can search the entire support database, and you can conduct a subsequent 
search within the results of a previous search, thereby narrowing down the search 
results to define your problem. 


If you can’t solve your problem on your own, you can communicate with other Win- 
dows XP users and experts via online newsgroups, consult online with Microsoft 
support personnel, or request remote assistance from a friend or co-worker. Using 
Remote Assistance, you can allow another person to connect to your computer via 
the Internet and take control of your computer to figure out what the trouble is. 


The Help and Support Center links to Web-based information to ensure that it is 
always up to date. This means that you don't have access to all the features of the 
Help and Support Center when you are offline. 
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There are two ways to access the Help and Support Center: 


@ Click Help and Support on the Start menu. 


E = Press [F]. Depending on what area of Windows you are in, this might open 
the Help and Support Center to a page that is specific to that area. For exam- 
ple, if you press [F] from within Control Panel, the Help and Support Center 
opens to the Control Panel topic. 


Tip PESEE pene - 
[|] opens the Help file for the currently active Microsoft application. Pressing [=] from 
within a Microsoft Word file opens the Word Help file; pressing [=] from within a 
Microsoft Excel file opens the Excel Help file, and so on. Many software manufactur- 
ers have made their context-sensitive help available through the [F| key, which is why 
you often hear context-sensitive help referred to as F1 Help. 


In this exercise, you will open the Help file and search for useful information. 
There are no practice files for this exercise. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2  Onthe Start menu, click Help and Support. 
The Help and Support window opens: 


D Heip and Support Center 
Dee © D Oe Feroe {hoy (FA Seot |v) options 7 
Search i 5) @ Help and Support Center 


Set search options XP Profe 


Pick a Help topic Ask for assistance 


a æ What's new in Windows XP GB Invite afriend’te connect to your computer with Remote Assistance 
e Music, video, games, and photos ` 
v, ® Windows basics [B] cet support, or find information ñ Windows XP newsgroups 


® Networking and the Web Pick a task 


+ Working remotely 
a Security and administration B Keep your computer up-to-date with Windows Update 


Bl Find compatible hardware and software for Windows XP 


C 5 
OP EAU OCI GEIEEEAS B) Undo changes to. your computer with System Restore 


oly. e Accessibility 
` 5) tse Tools toview your computer information and diagnose problems 


a Printing and faxing a 5 
s Performance and maintenance Did you know? tipdated: Sunday, August 26, 2- -1 


m 
k « Hardware 
<8 * Fixing a problem © Upgrading from Windows Me: Optimize Help and Support 

© Send your feedback to Microsoft © Getto Know. Windows XP Better with These Tips and Tricks 


e Problems with Your Appliications.after Upgreding? Try the Program Compatibility Wizard! 


Eŭ ©® Hetp and Support Ce... 
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3 Click Index. 
G Index y 
You see a list of available topics. 
% 4 Click Home. 
You return to the Help and Support Center. 


Start searching 5 Inthe Search box, type getting help, and then click the Start searching 
button. 


Tip 


Search terms are not case-sensitive; typing getting Help produces the same results. 


The results of your search are shown in the Search Results pane. The total 
number of “hits” is displayed at the top, and the suggested topics are 
shown by default. 


6 In the Search Results title bar, click Tips to display a list of useful search 
tips. 
7 When you finish reviewing the search tips, click any topic title in the left pane 
to display that topic in the right pane. 
= 8 Click Locate in Contents to display the topic in relation to the table of 
contents. 
You can use this feature to locate related information without going through 
another search. 
© E 9 Click Back until you return to the Search Results pane. 
10 Click the Full-text Search Matches bar. 
The bar slides up to display the listing. 
11 Click the Microsoft Knowledge Base bar. 
Again, the bar slides up to display the listing. 
Close 12 When you finish browsing through the Help file, click the Close button to 
|x] close the Help and Support Center. 


Joining a Windows Newsgroup 


Windows newsgroups are online forums where Windows XP users and experts from 
around the world interact to discuss their experiences with Windows XP. These news- 
groups are not officially monitored by Microsoft, and Microsoft is not responsible for 
any of the information available there. You can find discussion threads about many 
common and uncommon problems. You might find an answer to your question, or 
you might find an interesting topic of discussion that you want to keep up with or 


take part in. 


263 


f 10 Solving Problems 


Newsgroups are free of charge, and you can join or quit them at any time. You 

can link to the newsgroups via Microsoft Outlook Fxpress or via a Web-based news- 
group reader. After joining the newsgroup, you can interact with a newsgroup in sev- 
eral different ways: 


M You can visit a newsgroup to read messages. 


E = You can post a new message and wait for a response, either in e-mail or in 
the newsgroup. 


M You can post a reply to a message to the newsgroup; your message then 
becomes part of the discussion thread and is available to anyone who visits 
the newsgroup. 


E You can send an e-mail message to the person who posted a specific mes- 
sage, or forward the message to someone else via e-mail. 


E — You can subscribe to a newsgroup and have all its messages sent to you. 


E — You can subscribe to a specific discussion thread, in which case you will 
receive an e-mail message notifying you when a new message has been 
posted to the thread. 


A word of warning about newsgroups: Some people see them as a forum for blowing 
off steam without actually communicating information that is useful or interesting to 
anyone else. You might find that it takes quite a while to wade through all the available 
messages before you find information that is pertinent to your situation. On the bright 
side, although Microsoft does not officially monitor the newsgroups, there do appear 
to be a fair number of “experts” who post useful information or respond to valid 
queries. 


In this exercise, you will investigate the available Windows XP newsgroups using a 
Web-based newsgroup reader. 


There are no practice files for this exercise, but you will need an active Internet con- 
nection to complete it. 


Follow these steps: 
1 Log on to Windows, if you have not already done so. 


2  Onthe Start menu, click Help and Support. 


3 Under Ask for assistance in the Help and Support Center, click Get support, 
or find information in Windows XP newsgroups to see this information: 


264 


a 


Solving Problems 10 
@ Help and Support Center 


Qa E (9) o i O oe: he Favortos £2) story Ty Suppor A) Qptions 
?) Help and sonpan Center 


O Ast. a frend to help 
O Get help from Marasoft 
[Gotti NES wanes roca Welcome to Support 


If you are connected to the Intemet, there are a vanety of 
vays to get help 


Remote Assistance enables your frends to view and work on 
your computer from anywhere 


See Also | Microsoft Online Assisted Support enablas "online oer t 
professional to answer ycur questions 

O Abot Support 

O My Computer Information Newsgroups provide a forum td communicate with -ather 


Windows users. 
O Advanced System Information 


© System Configuration Laity Toget started, Glick a link under Support, 


Ra SS58M 


4 In the Support area, click Go to a Windows Web site forum. 
The Windows Newsgroups page opens. 
5 Click Go to Windows Newsgroups. 
Tip 
The world icon overlaid by a red arrow indicates that you are connecting to an 
external Web site. 


The Windows XP Newsgroups Web page opens: 


F Windows XP Newsgroups - Microsoft Internet Explorer 
Fie Edt View Favorkes Toos Help 


(4) >) |x) 3 GA "a Search Pr Fevortes @ Media © a @ 


Address £) http://www. microsoft, ti eee osp 


Windows XP Newsgroups 


Windows XP Newsgroups are peer-to-peer forums in which you can find 
other Windows XP users. You can access these newsgroups from the 
Web or using a news reader such as Outlook Express, For help, see the 
Windows XP Newsgroup Setup Instructions. 


Columnists 
| Expert Tips 
| “Newsgroups “ 


Windows Femily Before joining in, be sure to check out the terms of use, 
Windows Update 


R Getting Started 4) Being Productive (&&) Making it Rock 


>» Windows XP | Networking and the & Music 
General Web Web-ba ader 
-based reader Web-based reader 


® Photos 
è Windows Basics r Working Remotely Web-based reeder 


w 


$ Internet 
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Close 
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You can read the messages of each newsgroup either in Outlook Express or 
in your Web browser. If you click the bold listing for a newsgroup, it opens in 
Outlook Express. If you click Web-based reader below any newsgroup name, 
the messages are displayed in your browser. 


Tip 


For step-by-step instructions on configuring Outlook Express for a newsgroup, click 


` Windows XP Newsgroups Setup Instructions. 


6 Select an interesting newsgroup from the list, and click the Web-based 
reader link under the title of the newsgroup. 


A new Web page opens with all the messages to that newsgroup shown, 
something like this: 


T Microsoft Newsgroups - Microsoft Internet Explorer 


File Edit View Favorites Tools Help 


re X &) - a a f E ee? Gress = ge a w -~ m 


Mindowe EP Home 


Windows XP General | 
Windows Basics 

New Users 

Help & Support 

Setup & Deployment 
Accessibility 
Networking & the We” 
Working Remotely 
Windows Messenger — 
Security & administra 
Printing & Faxing 
Music 


d. 
Formatting CORWs, Eric, 
Upgrading ME or Win2000 Prof to XP P. John V. 

= System File Protection. Philip Q. 
hard drive. AUN, 

Dwayne, 


Video i Attachments: None 
Photos z Sent: 
Games 
Customizing Your Cor 
p Berformance R Maint M o 


er Internet 


You can click any message to view it in the preview pane at the bottom of the 
window. You can then post a reply to the message or send an e-mail to the 
person who posted the message, using the buttons in the preview pane. 


7 ~~ When you finish looking through the newsgroup, click the Close button to 
close the Web page, and then click the Close button to close the Help and 
Support Center. 
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Contacting Product Support 


The product support offered by software and hardware companies varies wildly 
depending on the type of product, the price you paid, and the company. Microsoft 
has traditionally offered very good product support, though getting help often 
involved a long telephone call, with the technician on the other end spending 
quite a while determining the status of your system and your actual problem. 


A cae Microsoft Online Assisted Support is the relatively new face of product support 

Aesisted at Microsoft. You can use Online Assisted Support to log specific problems with the 

Support Microsoft support staff, who then reply to your problem online. This method of han- 
new for 


dling product support is very efficient, both for you and for Microsoft. 


The diagnostic tools provided with Windows XP make it easy to send all the in- 
formation your product support technician needs to diagnose the problem and offer 
a useful solution. You can either allow your system information to be collected auto- 
matically, or you can stipulate which information may be sent to Microsoft. Your 
Product ID code and operating system version are the only required information. 
Optional information includes: 


E Computer manufacturer and model 

E = Processor model and speed 

E = Amount of random access memory (RAM) 
E General system information 


E = Information on your system files 


If you want, you can review all of the information before it is sent. You are not 
required to send any information other than your Product ID and Windows XP ver- 
sion number, but it can be useful to the technical support people to have a more 
complete understanding of your computer system, because often known issues affect 
only certain computer models, sound cards, graphics cards, and so on. You can also 
send file attachments that aren’t specifically requested; for example, you might send 
a screenshot of an error message that will help to explain the problem. 
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After you complete and submit an Incident Form, your data is collected, compressed, 
and sent to Microsoft, and an Incident Number is assigned. You can use this tracking 
number to follow up on your request for help at a later date. You don’t usually need 
to keep the tracking number, but it does reassure you that your problem has become 
part of the product support database. 


Troubleshooting 


lf for any reason the Incident Form is not successfully submitted, your data is saved 
on your computer so that you can quickly submit it later. 


When you have your Incident Number, you can return to the Online Assisted Support 
site at a later time to view the results, or you can ask to be notified by e-mail when an 
answer has been posted. 


In this exercise, you will walk through the process of creating an Online Assisted 
Support Incident report. 


There are no practice files for this exercise, but you need an active Internet connec- 
tion and a Passport account to complete it. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 
2 On the Start menu, click Help and Support. 

3 On the toolbar, click the Support button. 

4 On the Support menu, click Get help from Microsoft. 


Windows XP checks your Internet connection and then connects you to the 
Microsoft Product Support Services Web site, which opens within the Help 
and Support Center. 


5 Enter your Passport sign-in name and password, and click Sign In. 
Tip 
If you have set up your computer to sign you in to Passport automatically, you will 


bypass the sign-in screen. 


The first time you access Online Assisted Support, you see the information 
shown on this page: 
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© Help and Support Center 


| Q sa -Q %) O wx: she Favornes £2) History T swot ~/) options 


@ Heip and Support Center 


Windows XP Professional 


# Add to Eavorites a Change Ylew g Brint. Lf Locate in Contents 
C Asko frend to help All Products 
C Get heip from Microsoft 
C Go to a Windows Web sta forum 


Support 


Personal Information 

Please confirm the following information. This 
information will be used to pre-populate the Online 
Assisted Support Incident creation screen. Your 
personal information collected will not be shared, sold, 
leased or revealed to anyone outside of Microsoft. For 


more information, see Microsoft's position on online 


pavacy. 


sée Noa Required fields are in bold type 


o s First 
O My Computer Information Rene: 
A , Last 
O Advanced System Informanon | Name: 
| Country: [UNITED STATES 
< : a 


O System Configurabon Utiity 


If prompted to do so, enter the requested information, select the I accept the 
License Agreement for the use of this site check box, and then click Submit. 


The Microsoft Online Assisted Support page opens: 


7 


© Heip and Support Center 
Qs- @- KA) E ex De Favoritos £Y tistory (Tp) Support} gations —_ l 
Search >) @ Help and Support Center 


Windows XP Professional 
gf sad to Eavoritas & Change yew g Brint.., K Locate in Contents 


O Ask a frend to heip Microsoft Online Assisted Support nA 
C Get heip from Microsoft 
O Ge to a Windows Web sta forum 


EJE) 


What do you want to do? 


>] Ask a Microsoft Support Professional for help 


view my support requests, which include the support questions I have sent and any 
" raplias From Microsoft 


Update my contact information 


i?) Go to the Passport Member Services Wab site 


View other support options 
See Also 


O About Support 

C My Computer Information 

O Advanced Systam Information 
O System Configuration Utility 


7 Click Ask a Microsoft Support Professional for help. 


The next page prompts you to select the product for which you require support. 
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8 In the drop-down list, click Microsoft Windows XP, and then click Next. 
9 If you are prompted to install the Web Response File Transfer Control, click Yes. 


Tip 


Your security settings might require your permission for the installation of new con- 
trols on your computer. 


A new Incident Form opens. 


Maximize 10 If the form window is not already maximized, click the Maximize button to 
fl expand the window so you can see as much of the form as possible. 


The form looks like this: 


© Heip and Support Center 


Q a ai cy) EA] (G mex Ie Favortes £2) History TH support | Qptions 
Search i >) @ Help and Support Center 


Set search options Windows XP Professional 


| Support 4 Yh adto to Ade) J eye a = cat E Locate in Contents 


a 


ak amendi hep Microsoft Online Assisted ‘Support Sino, T 


| C Get help from Microsoft Incident Form ~ Microsoft Windows xP 
: i s Web site Fi 

| Blcomotitkas Webtron Please completa all sections, 
Topics marked with * are required, 


- Describe the problem 
Tf possible, salect an item that categorizes the problem or mn IF none of the 
categories seem appropriata, you can select “I dont know”. n 
TSelect One a ~ 
How often does does t happen? RE nae j 
| Always ways Happens an a] + 


fe What's the problem? Describa th the pecan ee in detail. Include ai any steps or actions 
raquired to reproduca tha problem. 
pe 
y i 
E About Support | 


See Also 


C] My Computer Information Maree rn net cnr ae 
Include information about your computer 

E Advanced System Information With your permission, information can be automatically collected from your 

C] system Configuration Utility f computar, The Information will oniy be used to troubleshoot the computer problem, 


{Ò Automatically collect information about my computer 


EÑ © Help and Support-Ce 


11 Look through the input requested on the form so that you are aware of all 
the options. If you’re actually having a problem at this time, feel free to sub- 
mit an Incident Form. 


Close 12 When you're finished looking at the site, click the Close button to close the 
Eg Help and Support Center. 


Asking for Help from Someone Else 


If you’ve tried to solve a problem on your own and simply have not been successful, 
Windows XP makes it easy to turn to someone else for help. You have the choice 
of contacting Microsoft Product Support Services or asking a friend or co-worker 

to help you. 
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eee 3 You can use Remote Assistance, an exciting new feature of Windows XP, to invite 


A another person who is running Windows XP and is connected to your intranet or the 
Internet to view your computer screen and use Windows Messenger to chat with you 
about the problem. If you want to, you can then give that person permission to work 
remotely on your computer, without ever leaving his or her own desk! 


To initiate a Remote Assistance session, you send an invitation to the other person. 
You can limit the chance that someone could fraudulently gain access to your com- 
puter through the invitation by specifying the duration of the invitation, from 1 min- 
ute to 99 days. You can also require that the other person enter a password to access 


your computer, in which case you would supply the password to them separately 
from the invitation. 


In this exercise, you will request and receive Remote Assistance from another person. 


There are no practice files for this exercise. You must have an active Internet connec- 
tion, a Passport, and an online buddy who is also running Windows XP to complete it. 


Follow these steps: 


1 Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, and then click Remote 
Assistance. 


The Help and Support Center opens to the Remote Assistance page: 


© Help and Support Center 


Q x Q %) Co Index Sf Favortes €23 History, (EE) support i} Options 
search EN >) @ Help and Support Center 


t search options Windows XP Professional 
Feau to Eavontes A Change yew = Print... G Locate n Contents 


O Ast a fnend to heip 
O Get help from Microsoft 
D Go toe Windows Web site forum 


Remote Assistance 


Invite someone you trust to help you, Using an Internet connection, anyone running 
Windows XP can chat with you, view your screen, and with your permission, work on 
your computer, 


View invitation status (0) 


Tell ma more about Remote Assistance 


See Also 


D About Support 
O My Computer information 
O Advanced System Information 


O System Configuration Utiity 


3 Click Invite someone to help you. If you are asked to sign on to Windows 
Messenger, do so. 
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=j 


Your Remote Assistance options are displayed: 


® Help and Support Center 


Qa- D A (3 mex she Favores L2 History , (f) support) options ! 
Search >) @ Help and Support Center 


Set search options Windows XP Professional 


Sipko il ft ace to Favorites A Change yiew g Brint... E Locate in Contents 


E Ask a friend to help 
A ©) Get help From Microsoft 
C Goto a Windows Web site forum [E Pick how you want to contact your assistant 


+ Remote Assistance 


i Use Windows Messenger ... 


See Also 


C About Support i or use e-mail 
E My Computer Information i 


C Advanced System Information Type an e-mail address: 


E System Configuration Utility 
© Help and Support Ce, 
You can also send a remote assistance invitation to someone via Windows 


Messenger or e-mail. 


Click the name of the person you are going to invite to help you; or type his 
or her e-mail address in the Type an e-mail address box, and then click 
Invite this person. If you used Windows Messenger, skip to step 11. 


When the remote assistance invitation opens, type an explanatory message 
in the Message box, and then click Continue. 


You are prompted to specify the duration of your invitation. 
Accept the default of OL Hours. 


If you want to use a password, enter the password in the Type password and 
Confirm password boxes, and then relay that password to your Remote 
Assistance buddy. 


When you are ready to send the invitation, click Send Invitation. 


Your invitation is sent via Windows Messenger or via your default e-mail pro- 


gram. You will be notified that a program is attempting to send a message in 
your name. 


Click Send. 


When your invitation has been sent, you will see a confirmation. 
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10 Click View invitation status to view your invitation, which looks something 
like this: 


© Heip and Suppost Centar 7 Microphone WITools . Handweiing a OrawingPad EJ > fo ems} 

Q wo - Q A CG Index fe Favortes ©) History MEZZE J) Options 

Search >) @ Help and Support Center 
Set search options 


Windows SP Professional 


Support Gf Add to Eavortes $ Change View os Print. K Locate in Contents 


{0 Ask a friend to heip 
Di Gat help from Mecrosoft 


Remote Assistance 


O Go to a Windows Web ste forum View or change your invitation 
To view or modify an Invitation, click an item in the ‘Sent To’ column, and then click the 


appropriate button. 


Sent To Expiration Time Status 


| Wednesday, August 15,; , 
joyce@ctsl.web 1 a00 4:55:46 PI "| pen 


Tell me about connection issues 


See Also 


O Abat Support 
C My Computer Information 
O Advanced System Information 


O System Configuration Unity 


You can review, expire, resend, or delete invitations from this page at any time. 


Enabling and Disabling Remote Assistance 


The Remote Assistance option is turned on by default. If you are uncomfortable with 
the idea that other people might be able to access your computer over the Internet, 
you can turn off the Remote Assistance option on your Windows XP computer. 


To disable Remote Assistance: 

1 On the Start menu, click Control Panel. 

2 In the Control Panel window, click Performance and Maintenance. 

3 In the Performance and Maintenance window, click the System icon. 
The System Properties dialog box opens. 

4 Click the Remote tab, and then click the Advanced button. 
The Remote Assistance Settings dialog box opens. 

5 Clear the Allow this computer to be controlled remotely check box. 


6 Click OK to close the Remote Assistance Settings dialog box, and then click 
OK to close the System Properties dialog box and save your changes. 


To enable Remote Assistance, repeat the process, this time selecting the Allow this 
computer to be controlled remotely check box. 
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When your invitation is received and accepted by your Remote Assistance 
buddy, a Remote Assistance message is displayed on your computer screen. 


11 Click Yes to allow your buddy to view your screen and chat with you. 


This Remote Assistance window opens on your computer: 


© Remote Assistance (Ei) 


Chat History Connection Status 


Joyce; 
Cannected/ 
Welcome to Remote Assistance. Screen View Only 
To explore your options, click 
Help. 
Steve is connected to 


Joyce. ; ee 
The connection status is ston Gurie ES 
Screen View Only ao 


Send a File 


Start Talking 


Settings 
Disconnect 
Help 


Message Entry 


A window also opens on your buddy’s computer. At this point, the two of you 
can chat by typing messages or, if you both have microphones and speakers, 
by talking. You can also send a file. 


Your buddy can see everything you do on your computer, so you can open 
files or follow the steps that lead up to a problem and then ask for advice. 


12 In the chat session, tell your buddy to take control of your computer. 


He or she will need to click the Take Control button on the Remote Assis- 
tance toolbar. You will then receive a message asking if you would like to 
share control of your computer. 


13 Click Yes. 


You both now have control of the mouse on your computer. However, you 
should not both try to move it at the same time. 


Stop Control 14 When you decide that you no longer want to share control of your computer, 
. Ə | click the Stop Control button in the Remote Assistance window. 
rS 


You now have exclusive control of your mouse. 
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Disconnect 15 When you are finished with the Remote Assistance session, click the 


a Disconnect button. 


Close 16 Click the Close button to close the Remote Assistance window. 
x| 17 Click the Close button to close the Help and Support Center. 


Backing Up and Restoring Files 


When file and folder were terms used to describe things made of paper, it was possi- 
ble for your important documents to be permanently destroyed by fire, water, coffee, 
accidental shredding, or a variety of other natural and unnatural disasters. With the 
advent of electronic files and folders, your data can still be destroyed, but it doesn’t 
have to be permanently. 


The Backup or Restore Wizard creates a copy of the files and folders on your hard 
disk. If your data is lost or damaged, you can restore it from the backup file. It is 
advisable to regularly create a backup of any files and folders that are important to 
you. The frequency of the backup depends on the frequency of changes to the files, 
because if you lose your data, you will have to recreate anything that has occurred 
since the last backup. For this reason, many companies back up their important files 
on a daily basis. 


You can select from different backup options, depending on your needs: 


H Normal backs up all selected files and system settings for a specific folder 
or drive and marks each file as backed up. 


HM Copy backs up all selected files and system settings for a specific folder or 
drive, but does not mark the files as having been backed up. 

— = /ncremental backs up only the files that have been created or modified since 
the last normal or incremental backup and marks each file as backed up. 

E Differential backs up only the files that have been created or modified since 
the last normal or incremental backup, but does not mark the files. 

Æ Daily backs up only those files that were created or modified today, but does 
not mark the files. 


The type of backup you perform determines how complex the restoration process is. 
To restore after several incremental or differential backups, you must restore the last 
normal backup and all the incremental or differential backups since then. 


When you back up your data, you designate a file name and location for the backup 
file. By default, backup files are saved with a .bkf extension, but you can specify any 
file extension. Your backup file can be saved on your hard disk, on a floppy disk, or on 
any other type of removable media. Considerations when choosing a backup location 
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include the size of the backup file, the types of media you have available, and whether 
you want to store the file separately from the computer in case of disaster. 


In this exercise, you will back up the files contained in a directory that was installed 
from this book’s CD-ROM. You will need a formatted floppy disk for this exercise. 


The practice files for this exercise are located in the SBS\WindowsxXP\Solving 
\Backup folder. (For details about installing the practice files, see “Using the Book’s 
CD-ROM?” at the beginning of this book.) 


Follow these steps: 


i Log on to Windows, if you have not already done so. 


2 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Backup. 


The Backup or Restore Wizard opens. 
3 Click Next to begin the process of backing up your files. 
The Backup or Restore page opens: 


Backup or Restore Wizard 


Rackup or Restore ee 
‘Yau can back up files and settings, or restore them from a previous backup. 


What do you want to do? 


©) Back up files and settings 


© Restore files and settings 


(Ce es Core) 


4 Click Back up files and settings, and then click Next. 
The What to Back Up page opens: 
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Backup or Restore Wizard 


What to Back Up 
You can specify the items you want to back up. 


What do you want to back up? 
© My documents and settings 

includes the My Documents folder, plus your Favorites, desktop, and cookies. 
O Everyone's documents and settings 


Includes every user's My Documents folder, plus their Favorites, desktop, and 
cookies 


O All information on this computer 


Includes all data on this computer, and creates a system recovery disk that 
can be used to restore Windows in the case of a major failure, 


O Let me choose what to back up 


5 Click Let me choose what to back up, and then click Next. 


The Items to Back Up page opens: 


Backup or Restore Wizard 


items to Back Up 
You can back up any combination of drives. folders, or files. 


méi Double-chck an item on the left to see its contents on the right, Then select the check 
; ; box next to any drive, folder, or file that you want to back up. 


Items to back up’ 
E Name Comment 
0 7] My Computer 
r My Documents C G3 My Documents 
niic Biag jE €} My Network Places 


6 Browse to My Computer\C\SBS\WindowsxP\ Backup by clicking the plus 
signs to the left of the folders to expand them. 


7 Select the check box preceding the working folder, and then click Next. 
Tip 

if the folder structure is too wide for the pane it appears in, drag the pane’s right 
border to the right to widen the pane. 
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The Backup Type, Destination, and Name page opens: 


Backup or Restore Wizard [x 


Backup Type. Destination, and Name 
‘Your files and settings are stored in the destination you specify. Ly 


Select the backup type 
File y = T he 


Choose a place to save your backup: 


Type a name for this backup: 


l Backup | 


8 = Accept the default destination (3% Floppy) and file name (Backup.bkf) and 
then click Save. 


Tip oo | 
You would normally want to back up to removable media with a large capacity, such 
as a tape drive, or a remote computer. 


9 Click Next, and then click Finish to start the backup. 
The Backup Progress dialog box displays the status of the backup process. 
10 When the backup is complete, click Close. 


11 To restore your files and folders at a later date, repeat steps 2 and 3, then 
select the Restore files and settings option, browse to and select the 
backup file, click Next, and then click Finish. 


Tip — l i 
You can launch the Backup or Restore Wizard and select the backup file at the 
same time by double-clicking the backup.bkf file in Windows Explorer. To open 


Windows Explorer, on the Start menu, point to All Programs, point to Accessories, 
and then click Windows Explorer. 


Restoring Your Operating System 


In the beginning, you had a clean computer with a brand-new operating system. 
As time goes by, you install new programs, delete programs, change your system 
settings, and upgrade to new versions of programs. Gradually, things change. 
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Sometimes you might find yourself wishing you could go back to the way things 
were, and now you can! You can use System Restore Wizard to roll back your sys- 
tem to the condition it was in at a prior point in time. You can roll back to any of 
these types of checkpoints and restoration points: 


E An initial system checkpoint is created the first time you start a new computer, 
or the first time you start your computer after you upgrade it to Windows XP. 


E Automatic update restore points are created when you install updates that 
are downloaded through Windows Update. 


@ # Backup recovery restore points are created when you use the Backup or 
Restore Wizard. 

E = You can manually create your own restore points (manual checkpoints) at 
any time from the System Restore Wizard. 

E Program name installation restore points are created when you install a pro- 
gram using an installer such as InstallShield or Windows XP Installer. 

E Restore operation restore points are created each time you perform a res- 
toration; if you are not satisfied with the results of the restoration, you can 
roll back to this point. 

E System checkpoints are scheduled restoration points that your computer 
creates regularly, even if you have not made any changes to the system. 


E Unsigned device driver restore points are created when you install a 
device driver that has not been signed or certified. 


System Restore generally saves one to three weeks’ worth of restoration checkpoints. 
The number of restoration checkpoints available at any given time is limited by the 
amount of space you allocate to the System Restore function. The maximum space 
you can allocate is approximately 12 percent. 


Restoring your computer restores Windows XP and the programs that are installed on 
your computer to the state they were in at the time of the selected restore checkpoint. 
Your personal files (including your saved documents, e-mail messages, Address 
Book, Internet Explorer Favorites, and History list) are not affected. All the changes 
made by System Restore are completely reversible, so if you don’t like the results, you 
can restore the previous settings and try again. 


In this exercise, you will see how to restore your computer to a previous state. 


Troubleshooting 


System Restore restarts your computer, so be sure to close any open programs 
before running it. 


There are no practice files for this exercise. 
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Follow these steps: 


T Log on to Windows, if you have not already done so. 
2 Close any open programs. 


3 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click System Restore. 


Tp. | 
You can also access System Restore by clicking Undo changes to your computer 
with System Restore in the Help and Support Center, or by opening Control Panel 
from the Start menu, clicking Performance and Maintenance, and then clicking 
System Restore in the See Also area. 


The System Restore Wizard starts: 


= System Restore © Marophone F2yJools Handwriting E 7 {x| 


© vs 


Welcome to System Restore 


You can use System Restore to undo harmful changes to 
your computer and restore Its settings and performance. 
System Restore returns your computer to an earlier time 
{called a restore point) without causing you to lose recent 
work, such as saved documents, e-mail, or history and @) Restore my computer to an earlier time 
Favorites lists, 


To begin, select the task that you want to perform: 


©) Create a restore point 
Any changes that System Restore makes to your computer 
are completely reversible. 


Your computer automatically creates restore points (called 
system checkpoints), but you can also use System Restore 
to create your own restore points. This is useful if you are 
about to make a major change to your system, such as 
installing a new program or changing your registry. 


System Restore Settings 


To continue, select an option, and then click Next. 


4 Click Restore my computer to an earlier time, and then click Next. 


The Select a Restore Point page opens, displaying a calendar. The days on 
which restoration checkpoints were created are indicated on the calendar by 
a bold date. 


Troubleshooting 


You can move to different months by clicking the arrows on either side of the month 
name. These arrows are active only when restoration checkpoints exist in the previ- 
ous or next months. 
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5 Click each of the bold dates to see the checkpoints that were created on 
that day: 


z System Restore ¢-Atrophone Fijoos . Handwriting a Dra 


Select a Restore Point 


The following calendar displays in bold all of the dates that have restore points available. The list displays the 
restore points that are available for the selected date. 


Possible types of restore points are: system checkpoints (scheduled restore points creeted by your computer), 
manual restore points (restore points created by you), and installation restore points (automatic restore points 
created when certain programs are installed), 


1. On this calendar, click a bold date. 2. On this list, click a restore point. 


August, 2001 Big Wednesday, August 15, 2001 


< 
[Sun [Mon] Tue [Wed] Thu] tri | Sat | 1:38:12 PM_Installed Microsoft Office XP Professiona 
E 1 om hm 


1:04:29 PM System Checkpoint 


6 On the calendar, click a bold date that has a restoration checkpoint shown 
for that day, 


7 In the description panel, click a specific restoration checkpoint. 
8 Click Next. 


System Restore displays information about your selected checkpoint. 


9 Click Next. 


System Restore logs off of Windows XP, restores your files to their condition 
at the time of the selected checkpoint, and then restarts your computer. 


10 Ifyou normally log on to your computer with a user account name and pass- 
word, you will need to enter them. 
Depending on the types of changes that were made since the chosen resto- 
ration checkpoint, you might or might not notice a visible difference when 
the computer restarts. 
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Chapter 1 Getting Started with Windows XP 


Page 7 To log on to a Windows XP Professional computer on a network domain 
1 Start your computer. 
2 Press [e=}+[ar]+[o=4]. 
3 Enter your user account name in the User name box. 
4 Enter your password in the Password box. 
5 Click the domain you want to log on to in the Log on to box. 
6 Click OK. 


10 To log on to a Windows XP Home Edition computer 


1 Start your computer. 
2 Click your user account name or user account picture. 


3 If your account is password-protected, enter your password in the Type your 
password box, and then click the arrow button. 
12 To log off of Windows XP 
@  Onthe Start menu, click Log Off, and then, in the Log Off Windows dialog 
box click Log Off. 
43 To shut down a Windows XP Professional computer 


1 On the Start menu, click Shut Down. 
2 In the Shut Down Windows dialog box, click Shut down, and then click OK to 


end your Windows session. 
14 To shut down a Windows XP Home Edition computer 


1 On the Start menu, click Turn Off Computer. 
2 inthe Turn off computer dialog box, click Turn Off. 


Chapter 2 Working Efficiently in Windows XP 
Page 20 To minimize an open window 


Minimize @ = Click the Minimize button on the title bar. 
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20 


Maximize 


ml 


20 


Restore Down 


21. 


27 


30 


32 
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To maximize an open window 


@ = Click the Maximize button on the title bar. 


To restore an open window to its normal size 


@ = Click the Restore Down button on the title bar. 


To close an open window 


@ Click the Close button on the title bar. 


To display a window 


@ = Click the window's taskbar button. 


To open the Start menu 


@ = Click the Start button. 


To pin a program to the Start menu 


1 Browse to the selected program on the Start menu. 


2 Right-click the program name, and click Pin to Start menu on the shortcut menu. 


To remove a program from the pinned programs area 

@ Right-click the program link, and click Unpin from Start menu on the short- 
cut menu. 

To display the Quick Launch toolbar 

@ = Right-click an empty area of the taskbar, point to Toolbars on the shortcut 
menu, and then click Quick Launch. 

To create a desktop shortcut to a file or folder 


Right-click an open area of the desktop. 

On the shortcut menu, point to New. and then click Shortcut. 
Click Browse to open the Browse For Folder dialog box. 
Browse to the file or folder, and then click OK. 

Click Next. 


Enter the name of the shortcut, and then click Finish to close the wizard. 
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34 To create a shortcut for a Web site 


1 Right-click an open area of the desktop, point to New on the shortcut menu, 
and click Shortcut. 


2 Type the URL of the Web site in the Type the location of the item box, and 
click Next. 


3 Enter a name for the shortcut, and click Finish to close the dialog box. 


35 To copy or move a shortcut from the desktop to the Quick Launch toolbar 


1 Using the right mouse button, drag the desktop shortcut to the Quick Launch 
toolbar. 


2 Click Copy Here or Move Here on the shortcut menu. 


35 To lock or unlock the taskbar 
@ = Right-click the taskbar, and click Lock the Taskbar on the shortcut menu. 


35 To delete a shortcut from the Quick Launch toolbar 


@ = Right-click the shortcut, and click Delete on the shortcut menu. 


36 To Auto Arrange your desktop shortcuts 


@ = Right-click an open area of the desktop, point to Arrange Icons By on the 
shortcut menu, and then click Auto Arrange. 


37 To clean up your desktop 


1 Right-click any open area of the desktop, point to Arrange Icons By on the 
shortcut menu, click Run Desktop Cleanup Wizard, and click Next. 


2 Select the desktop shortcuts you want to delete, click Next, and Click Finish. 


39 To delete a shortcut, program, file, or folder from the desktop 
1 Right-click the item you want to delete, and click Delete on the shortcut menu. 


2 In the confirmation box, click Yes to delete the item. 


Chapter 3 Managing Computer Security 
47 To create a user account in Windows XP Professional 


1 On the Start menu, click Control Panel, and then click User Accounts. 

2 On the Advanced tab, click Advanced. 

3 In the left pane of the Local Users and Groups window, click Users folder. 
4 

5 


On the Action menu, click New User. 
Enter the user information, click Create, and then click Close. 


285 


Close 


x! 


50 


Close 


Close 


54 


Close 


56 
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Click the Close button to close the Local Users and Groups window, click OK 
to close the User Accounts dialog box, and then click the Close button to 
close Control Panel. 


To change the group to which a Windows XP Professional user account is assigned 


1 
2 
3 


On the Start menu, click Control Panel, and then click User Accounts. 
In the Users for this computer list, click the user name, and click Properties. 


On the Group Membership tab, click Other, and click the group name in the 
drop-down list. 


Click OK to close the Properties dialog box, and then click OK to close the 
User Accounts dialog box. 


Click the Close button to close Control Panel. 


To delete a Windows XP Professional user account 


ahQ@N FF 


On the Start menu, click Control Panel, and then click User Accounts. 

In the Users for this computer list, click the user name, and click Remove. 
When prompted to confirm the removal, click Yes. 

Click OK to close the User Accounts dialog box. 

Click the Close button to close Control Panel. 


To create a Windows XP Home Edition user account 


ah@®N 


On the Start menu, click Control Panel, and then click User Accounts. 
Click Create a new account. 

Enter a name for the new account, and then click Next. 

Specify the account type, and then click Create Account. 


Click the Close button to close the User Accounts window, and then close 
Control Panel. 


To change a Windows XP Home Edition user account type 


1 
2 


3 


On the Start menu, click Control Panel, and then click User Accounts. 


Click the account that you want to change, and then click Change the 
account type. 


On the Pick a new account type screen, click the new account type, and 
then click Change Account Type. 


Quick Reference ‘ 


Close 4 Click the Close button to close the User Accounts window, and then close 


Ea Control Panel. 


56 To create a Windows XP Home Edition user account password 


1 On the Start menu, click Control Panel, and then click User Accounts. 
2 Click the account you want to change, and then click Create a password. 


3 Enter a password in the Type a new password box, and re-enter the pass- 
word in the Type the new password again to confirm box. 


4 Enter a password hint in the Type a word or phrase to use as a password 
hint box, and then click Create Password. 


Close 5 Click the Close button to close the User Accounts window, and then close 


x] Control Panel. 


57 To delete a Windows XP Home Edition user account 


1 On the Start menu, click Control Panel, and then click User Accounts. 


2 Click the account that you want to change, and then click Delete the 
account. 


3 Specify whether you want to keep or delete any files the user has created, 
and then click Delete Account. 


Close 4 Click the Close button to close the User Accounts window, and then close 


x] Control Panel. 


Chapter 4 Adding Hardware and Software 
Page 64 To install speakers 
1 Remove the speakers from their packaging, if you have not already done so. 
2 Link the two speakers using the connector cable. 
3 Position the speakers to the left and right of your monitor to provide stereo 
sound quality. 
4 Plug the speakers into a nearby power outlet using the AC adapter cord. 


5 Plug the speakers into the speaker jack on the sound card at the back of the 
computer using the connector cable. 


64 To install a microphone 
14 Remove the microphone from its packaging, if you have not already done so. 


2 Plug the microphone connector cable into the audio input jack on the sound 
card on the back of your computer. 
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69 To install a local Plug and Play printer 
@ Connect the printer to the appropriate port. 


69 To install a local printer with an installation CD-ROM or disk 


1 Connect the printer to the appropriate port. 
2 On the Start menu, click Printers and Faxes. 


3 On the Printer Tasks menu, click Add a printer to open the Add Printer Wiz- 
ard, and then click Next. 


4 On the Local or Network Printer page, click Local printer attached to this 
computer. 


5 Clear the Automatically detect and install my Plug and Play printer check 
box, and then click Next. 


6 On the Select a Printer Port page, confirm that your printer is connected to 
the recommended printer port, or click the correct port in the drop-down list, 
and click Next. 


7 On the Install Printer Software page, insert the installation CD-ROM or 
floppy disk, click Have Disk, and follow the instructions on the screen. 


Close 8 When the installation is complete, click the Close button to close the Print- 
xX] ers and Faxes window. 


69 To install a local printer without an installation CD-ROM or disk 


1 Connect the printer to the appropriate port. 
2 On the Start menu, click Printers and Faxes. 


3 On the Printer Tasks menu, click Add a printer to open the Add Printer 
Wizard, and then click Next. 


& On the Local or Network Printer page, click Local printer attached to this 
computer. 


5 Clear the Automatically detect and install my Plug and Play printer check 
box, and then click Next. 


6 On the Select a Printer Port page, confirm that your printer is connected to 
the recommended printer port, or click the correct port in the drop-down list, 
and click Next. 


7 In the Manufacturer list on the Install Printer Software page, click the name 
of the manufacturer of your printer. 


7 3) 


In the Printers list, select the model of your printer, and then click Next. 


© 


On the Name Your Printer page, type a name for your printer in the Printer 
name box, or accept the default name, and then click Next. 
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10 Onthe Print Test Page page, click Yes, and then click Next. 


11 Click Finish to print the test page, and then click OK to close the confirma- 
tion dialog box and the Add Printer Wizard. 


Close 12 Click the Close button to close the Printers and Faxes window. 


75 To connect to a network printer 


1 On the Start menu, click Printers and Faxes. 

2  Onthe Printer Tasks menu, click Add a printer. 
3 inthe Add Printer Wizard, click Next. 
4 


On the Local or Network Printer page, select A network printer, or a printer 
attached to another computer, and then click Next. 


5 On the Specify a Printer page, select Connect to this printer, type the 
computer name and printer name in the Name box and click Next. 
6 If prompted, enter a user account name and password, and then click OK. 
7 If prompted, specify a default printer, and then click Next. 
Close 8 Click Finish to close the dialog box, and then click the Close button to close 
[x] the Printers and Faxes window. 


79 To install a Plug and Play scanner or camera 


@ Plug your scanner or camera into the appropriate port on your computer. 


79 To access a Plug and Play scanner or camera 
1 On the Start menu, click Control Panel, and then click Printers and Other 
Hardware. 
2 In the Printers and Other Hardware window, click Scanners and Cameras. 


3 Double-click the icon for your scanner or camera to open the Scanner and 
Camera Wizard. 


80 To install an external storage device 


@ Plug the storage device into the appropriate port and into a power source, if 
necessary. 


81 To install an internal CD-RW drive 


1 Turn off your computer, and disconnect the power cord. 
2 Remove the computer’s cover, and install the internal device according to 
the manufacturer’s instructions. 


3 Replace the cover, and reconnect the power cord. 
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4 Turn on the computer, and log on to Windows XP 


85 To install a software program from a folder on your hard drive 


1 In Windows Explorer, browse to the folder from which you want to install the 
program. 


2 Double-click the Setup file, and walk through the installation process. 


85 To uninstall a software program from your computer 


1 On the Start menu, click Control Panel, and click Add or Remove Programs. 


2 Inthe Add or Remove Programs window, click the program you want to 
remove, and then click the Change/Remove button. 


3 = Accept the default uninstall options to remove the program from your computer. 


83 To start a program automatically 


1 = On the Start menu, point to All Programs, right-click Startup, and then click 
Explore on the shortcut menu. 


2 Drag the program you want to start automatically into the Startup folder. 


Chapter 5 Working with Files and Folders 
Page 94 To start Window Explorer in Folders view 


@ On the Start menu, point to All Programs, point to Accessories, and then 
click Windows Explorer. 


101 To start Window Explorer in Tasks view 


@ On the Start menu, click My Computer. 


101 To change the way you view files and folders in Windows Explorer 


Views @ On the toolbar, click the Views button, and then click the desired view. 


108 To display or hide the Address toolbar 


1 Right-click the taskbar, and click Lock the taskbar to deselect it. 
2 On the taskbar shortcut menu, click Toolbars, and then click Address. 


110 To view the properties of a file or folder 


@ Right-click the file or folder, and click Properties on the shortcut menu. 
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113 To create a new folder 


1 On the File and Folder Tasks menu, click Make a new folder. 


2 With the default folder name selected, type the name of the folder, and then 


press [ere]. 


115 To create a new text document 
1 Right-click in the right pane of Windows Explorer, and on the shortcut menu, 
point to New, and then click Text Document. 
2 With the default file name selected, type the name of the folder, and then 


press [en]. 


115 To create a new bitmap image 
1 Right-click an empty area of the right pane, and on the shortcut menu, point 
to New, and then click Bitmap Image. 
2 With the default file name selected, type the name of the folder, and then 


press [=], 


117 To create a compressed folder 


1 Select the file(s) you want to include in the folder. 


2 Right-click the selection, and on the shortcut menu, point to Send To, and 
then click Compressed (zipped) Folder. 


119 To make a copy of a folder 


1 Select the folder. On the File and Folder Tasks menu, click Copy this folder. 


2 In the Copy Items dialog box, browse to the folder where you want to insert 
the copy, and then click Copy. 


120 To rename a folder 
1 Right-click the folder, and click Rename on the shortcut menu. 
2 withthe name selected, type the new name of the folder, and press (enter |, 


120 To make a copy ofa file 


@ = Right-click the file, and click Copy on the shortcut menu. Right-click an 
empty area of the right pane, and click Paste on the shortcut menu, or 


@ = Select the original file, and on the Edit menu, click Copy. On the Edit menu, 
click Paste; or 
@ Select the original file, press (J+[C], and then press (e«]+(V]. 
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121 To move a file 
@ Drag the file from the right pane and drop it into the new folder in the left 
pane; or 
1s Select the file. On the File and Folder Tasks menu, click Move this file. 


2 inthe Move Items dialog box, browse to the folder where you want to move 
the file, and then click Move. 


122 To start the Search Companion 


@ On the Start menu, click Search. 


Chapter 6 Personalizing Windows XP 
Page 128 To switch between the Windows XP and Windows Classic themes 


1 On the Start menu, click Control Panel, and then click Appearance and 
Themes. 
2 Click the Change the computer's theme task. 


3 On the Themes tab of the Display Properties dialog box, click the down 
arrow to the right of the Themes box, and click Windows Classic in the drop- 


down list. 
4 Click OK to close the dialog box and apply your settings. 
Close 5 Click the window's Close button to return to the desktop. 


x] 


131 To apply a plain, colored desktop background 
1 On the Start menu, click Control Panel, and click Appearance and Themes. 
2 Click the Change the desktop background task. 


3 On the Desktop tab of the Display Properties dialog box, click None in the 
Background box. 


4 Click the down arrow to the right of the Color box, and click a colored square 
in the drop-down list. 


5 Click OK to apply your background selection and close the Display Proper- 
ties dialog box. 


Click the Close button to close the Appearance and Themes window. 


132 To apply a desktop background photograph 


1 On the Start menu, click Control Panel, and click Appearance and Themes. 
2 Click the Change the desktop background task. 
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3 On the Desktop tab of the Display Properties dialog box, click the back- 
ground you want to apply in the Background box. 


4 Click OK to apply your background selection and close the Display Proper- 
ties dialog box. 


Close 5 Click the Close button to close the Appearance and Themes window. 


133 To create a custom photograph slideshow screen saver 


1 On the Start menu, click Control Panel, and click Appearance and Themes. 
2 Click the Choose a screen saver task. 


3 On the Screen Saver tab of the Display Properties dialog box, click the down 
arrow to the right of the Screen saver box. 


4 In the drop-down list, click My Pictures Slideshow. 
5 Click the Settings button. 


6 In the My Pictures Screen Saver Options dialog box, click Browse, and 
browse to the folder containing the pictures you want to display, and click 
OK. 


T Click OK to close the My Pictures Screen Saver Options dialog box, and 
click OK to close the Display Properties dialog box and apply your settings. 


Close 8 Click the Close button to close the Appearance and Themes window. 


137 To change your screen area to the maximum or minimum size supported by your 
computer 
1 On the Start menu, click Control Panel. 
2 Click Appearance and Themes. 
3 Click the Change the screen resolution task. 
4 


On the Settings tab of the Display Properties dialog box, drag the Screen 
resolution slider all the way to the right to maximize, or to the left to mini- 
mize, the screen area. 


5 Click OK, and then click Yes if prompted to confirm your change. 


140 To manually reset your system time 


1 Double-click the clock on the taskbar. 


2 In the Date and Time Properties dialog box, drag the mouse pointer over the 
setting you want to change in the digital clock, and then use the spinner to 
the right of the clock to change the setting. 


3 Click OK to close the dialog box and update your settings. 
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146 To access the accessibility options 


@ On the Start menu, click Control Panel, and click Accessibility Options. 


149 To configure the Windows XP speech recognition software 


1. Ontthe Start menu, click Control Panel, and then click Sounds, Speech, and 
Audio Devices. 

2 inthe Sounds, Speech, and Audio Devices window, click the Speech icon. 

3 Inthe Recognition Profiles area, click New. 


4 — Walk through the steps indicated by the Profile Wizard, the Microphone Wiz- 
ard, and the Voice Training Wizard. 


Chapter 7 Making Connections 
Page 159 To connect to the Internet via a broadband or dial-up connection 


1 On the Start menu, click Control Panel, and then click Network and Inter- 
net Connections. 


2 inthe Network and Internet Connections window, click the Set up or change 
your Internet connection task. 


3 On the Connections tab of the Internet Properties dialog box, click Setup to 
open the New Connection Wizard, and then click Next. 


4 On the Network Connection Type page, click Connect to the Internet, and 
then click Next. 


5  Onthe Getting Ready page, click Set up my connection manually, and then 
click Next to display the connection options. 


6 Ifyou are connecting using a modem and phone line, select the first option, 
and click Next. When prompted, provide the name and phone number of 
your ISP, your user account name, and your password. Specify whether to 
turn on the Internet Connection Firewall for this connection and the name(s) 
of anyone else who has permission to use the connection. 


7 Ifyou are connecting using a password-protected broadband connection, 
select the second option, and click Next. When prompted, provide the name 
of your ISP, your user account name, and your password. Specify whether to 
turn on the Internet Connection Firewall for this connection and the name(s) 
of anyone else who has permission to use the connection. 


8 Ifyou are connecting using a dedicated or constant broadband connection, 
select the third option, and click Next. 


gose 9 Click Finish, and then click the Close button to close the Network and Inter- 
[x] net Connections window. 
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162 To set up your computer so that it can be accessed using Remote Desktop 
1 = On the Start menu, click Control Panel. 
2 Click Performance and Maintenance, and then click the System icon. 
3 In the System Properties dialog box, click the Remote tab. 
4 


In the Remote Desktop area, select the Allow users to connect remotely to 
this computer check box. 


gl 


When the Remote Sessions message box appears, read the message, and 
then click OK to close it. 


6 You are automatically authorized as a remote user of your own computer. If 
you wish to authorize additional remote users, click Select Remote Users, 
add users in the Remote Desktop Users dialog box, and then click OK. 


7 ‘Click OK to close the System Properties dialog box, and then close the Per- 
formance and Maintenance window. 


162 To turn off Remote Desktop access on your computer 


1 = On the Start menu, click Control Panel. 
2 Click Performance and Maintenance, and then click the System icon. 


3 On the Remote tab, clear the Allow users to connect remotely to this com- 
puter check box. 


4 Click OK to close the System Properties dialog box, and then close the Per- 
formance and Maintenance window. 


162 To access your computer from another Windows XP computer via Remote Desktop 
1 On the Start menu, point to All Programs, point to Accessories, point to 
Communications, and then click Remote Desktop Connection. 
Click Options to expand the dialog box if necessary. 


Specify the display information on the Display tab. 


2 

3 Enter the connection information on the General tab. 

4 

5 Specify any other pertinent information, and then click Connect. 


165 To share a folder on your computer 


1 = On the Start menu, click My Computer. 


2 In the My Computer folder, click the down arrow to the right of the Address 
box to display the folder hierarchy in the drop-down list. 


3 Browse to the folder you want to share. 
On the File and Folder Tasks menu, click Share this folder. 
5 In the Sharing Properties dialog box, click Share this folder, and click OK. 


&& 
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Close 6 Click the Close button to close the window. 


169 To share a local printer 


1 On the Start menu, click Printers and Faxes. 


2 in the right pane of the Printers and Faxes window, click the printer you want 
to share. 


3 On the Printer Tasks menu, click Share this printer. 
4 On the Sharing tab of the printer’s Properties dialog box, click Share this 


printer. 
5 In the Share name box, type a simple name for the printer. 
Close 6 Click OK to close the dialog box, and then click the Close button to close the 
Eg Printers and Faxes window. 


Chapter 8 Communicating with Other People 
Page 1/79 To create a Passport account for a computer that is part of a network 


1 On the Start menu, click Control Panel, and then click User Accounts. 


2 On the Advanced tab of the User Accounts dialog box, click .NET Passport 
Wizard. 


3 Follow the instructions in the .NET Passport Wizard. 
Close 4 When you are finished, click OK to close the User Accounts dialog box, and 
ix} then click the Control Panel window's Close button to close it. 
187 To exit Windows Messenger 
Windows @ in the notification area, click the Windows Messenger icon, and then click 


M À 
essenger Exit on the shortcut menu. 


C a 


188 To add people to your Windows Messenger Contact list 


1 Sign in to Windows Messenger. 
38 2 Click the Add button. 
a 
3 Follow the instructions of the Add a Contact Wizard. 


191 To send an instant message 
1 Sign in to Windows Messenger. 


S 2 Click the Send button, and click the name of the contact you want to chat with. 
3 Type your message in the input box, and click Send. 
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To add another person to an in-progress instant message 

@ Click the Invite button. Click To Join This Conversation, and select the con- 
tact’s name from the drop-down list. 

To leave an instant message conversation 


@ Click the conversation box’s Close button. 


To disable emoticons in Windows Messenger 


@ On the Tools menu, click Options, and then on the Personal tab of the 
Options dialog box, under My Message Text, clear the Show graphics 
(emoticons) in instant messages check box; or 


@ On the Edit menu, click Show Emoticons to clear the check mark. 


To start Outlook Express 


@ On the Start menu, point to All Programs, and then click Outlook Express. 
To add a contact to the Address Book 


1 Start Outlook Express. 
2 On the toolbar, click Addresses. 


3 On the Address Book’s toolbar, click New, and then click New Contact on 
the drop-down menu. 


4 Enter the contact’s information in the form, and then click OK. 


Having Fun with Windows XP 
To open the Games menu 


@ On the Start menu, point to All Programs, and then click Games. 


To install MSN Explorer 
1 On the Start menu, point to All Programs, and then click MSN Explorer. 


2 Follow the instructions given by the wizard. 


To start Windows Media Player 


@ On the Start menu, point to All Programs, and then click Windows Media 
Player. 
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229 To change the visual representation of a song in Windows Medla Player 


Select @ Click the Select Visualization or album art button, and then click a new visu- 
visualization : 3 WE iet 
ay EEan alization in the drop-down list. 


233 To change the Windows Media Player skin 
1 Start Windows Media Player in full mode. 
2 On the taskbar, click Skin Chooser. 
3 Click the new skin, and then click Apply Skin. 


235 To play a CD with Windows Medla Player 


{1 Insert a music CD into your CD-ROM drive. 


2 Ifthe Audio CD dialog box prompts you to select an action, click Play Audio 
CD using Windows Media Player, and then click OK. 


236 To copy a song track to your hard disk 


1 On the taskbar, click Copy from CD. 


2 Select the check boxes of the songs you want to copy and clear the check 
boxes of the songs you don't want to copy. 


3 Click Copy Music. 


4 Ifthe Copy Music Protectlon dialog box opens, giving you the option to turn 
off the automatic protection of your copied CD files, ensure that the Turn off 
content protection check box is cleared, and then click OK. 


240 To copy audio tracks from the Media Library to a removable storage device 
1 Open the Windows Media Player. 
2  Onthe taskbar, click Copy to CD or Device. 


3 In the Muslc to Copy drop-down list. select the album or type of music from 
which you want to make your selection, and then clear the check boxes of 
any tracks you don’t want to copy. 


4 In the Musle on Device drop-down list, select the destination drive. 
5 Click Copy Music. 


Chapter 10 Solving Problems 
Page 250 To automatically deliver important updates to your computer 


1 On the Start menu, click Control Panel, and then click Performance and 
Maintenance. 


2 In the Performance and Maintenance window, click the System icon. 
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3 On the Automatic Updates tab of the System Properties dialog box, click 
Download the updates automatically and notify me when they are ready to 


be installed. 
Close 4 Click OK to close the dialog box and save your changes, and then click the 
[x] Close button to close the Performance and Maintenance window. 


252 To gather general, status, hardware, or software diagnostic information about your 
computer 


1 = On the Start menu, click Help and Support. 


2 In the Help and Support Center, click Use Tools to view your computer infor- 
mation and diagnose problems. 


3 On the Tools menu, click My Computer Information. 
4 In the My Computer Information tool, click the report in which you are inter- 
ested. 
Close 5 ~~ When you are finished looking at the report, click the Close button to close 
[x] the Help and Support Center. 


255 To gather network diagnostic information about your computer 


1 On the Start menu, click Help and Support. 


2 In the Help and Support Center, click Use tools to view your computer infor- 
mation and diagnose problems. 


3 On the Tools menu, click Network Diagnostics. 


4 Click Set scanning options, select the options that interest you, and then 
click Scan your system. 


Close 5 When you are finished looking at the report, click the Close button to close 
[Xx] the Help and Support Center. 


258 To run the Disk Cleanup utility on your computer 
1 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Disk Cleanup. 


2 Select the check boxes of all the types of temporary files you want to delete, 
and then click OK. 


3 Click Yes to confirm that you want to proceed with the deletion. 


260 To run the Disk Defragmenter utility on your computer 


1 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Disk Defragmenter. 


2 In the Disk Defragmenter dialog box, click the volume you want to defrag- 
ment, and then click Analyze. 
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3 Click View Report to see information the program collected about the 
volume. 


4 If defragmentation is recommended and you want to do it at this time, click 
Defragment. Otherwise, click Close to close the report window. 


5 If you choose to defragment the volume, click Close to close the Disk 
Defragmenter dialog box when the defragmentation process is complete. 


262 To open the Help and Support Center 
@ Click Help and Support on the Start menu; or 


@ Press [#). Depending on what area of Windows you are in, this might open 
the Help and Support Center to a page that is specific to that area. For 
example, if you press [=] from within Control Panel, the Help and Support 
Center opens to the Control Panel topic. 


268 To open a new Online Assisted Support Incident report for Windows XP 
On the Start menu, click Help and Support. 

On the toolbar, click the Support button. 

On the Support menu, click Get help from Microsoft. 


Enter your Passport sign-in name and password, and click Sign In. 


ath @QN BP 


If prompted to do so, enter the requested information, select the | accept 
the License Agreement for the use of this site check box, and click Submit. 


6 On the Microsoft Online Assisted Support page, click Ask a Microsoft Sup- 
port Professional for help. 


7 In the drop-down list, click Microsoft Windows XP, and then click Next. 


2/1 To request Remote Assistance from another person 


1 On the Start menu, point to All Programs, and click Remote Assistance. 


2 On the Remote Assistance page of the Help and Support Center, click Invite 
someone to help you. 


3 Click the name of the person you are going to invite to help you; or type his 
or her e-mail address in the Type an e-mail address box, and then click 
Invite this person. 


4 When the remote assistance invitation opens, type an explanatory message 
in the Message box, and then click Continue. 


5 Specify the duration of your invitation. 
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6 If you want to use a password, enter the password in the Type password and 
Confirm password boxes, and then call or otherwise communicate that 
password to your Remote Assistance buddy. 


7 When you are ready to send the invitation, click Send Invitation. 


2/3 To enable or disable Remote Assistance 


1 = On the Start menu, click Control Panel. 
2 Click Performance and Maintenance, and then click the System icon. 


3 In the System Properties dialog box, click the Remote tab, and then click 
the Advanced button. 


4 In the Remote Assistance Settings dialog box, click the Allow this com- 
puter to be controlled remotely check box to enable Remote Assistance, or 
clear the check box to disable Remote Assistance. 


5 Click OK to close the Remote Assistance Settings dialog box, and then click 
OK to close the System Properties dialog box and save your changes. 


276 To back up files from your computer 
1 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Backup. 
2 In the Backup and Restore Wizard, click Next. 


3 On the Backup or Restore page, click Back up files and settings, and click 
Next. 


4 On the What to Back Up page, click Let me choose what to back up, and 
then click Next. 


5 On the Items to Back Up page, browse to the folder you want to back up. 
Select the check box preceding the folder, and then click Next. 


6 On the Backup Type, Destination, and Name page, specify the backup des- 
tination and file name, and then click Save. 


7 Click Next, and then click Finish to start the backup. 
8 When the backup is complete, click Close. 


278 To restore a backup file 


1 On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click Backup. 

2 In the Backup and Restore Wizard, click Next to begin the process of back- 
ing up your files. 
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On the Backup or Restore page, click Restore files and settings, browse to 
and select the backup file, click Next, and then click Finish. 


280 To start the System Restore Wizard 


280 


On the Start menu, point to All Programs, point to Accessories, point to 
System Tools, and then click System Restore; or 


On the Start menu, click Help and Support, and then click Undo changes to 
your computer with System Restore; or 


On the Start menu, click Control Panel, click Performance and Mainte- 
nance, and then click System Restore on the See Also menu. 


To restore your computer system to a previous time 


1 


2 
3 
4 


Close any open programs. 
Start the System Restore Wizard. 
Click Restore my computer to an earlier time, and then click Next. 


On the Select a Restore Point page calendar, click a specific restoration 
checkpoint, click Next, and then click Next again. 


—— M Ř 
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Address Book The Address Book provides a convenient place to store contact 
information for easy retrieval by programs such as Microsoft Outlook Express. It 
also features access to Internet directory services, which you can use to look up 
people and businesses on the Internet. 


administrative permissions See administrative privileges. 


administrative privileges The highest level of permissions that can be granted to a 
user account. An administrator can set permissions for other users and create 
groups and accounts within a domain. Administrative privileges are required to 
install certain programs. 


alias A name used to identify the recipient of an e-mail message in an e-mail 
address or on a network. The alias is the portion of the e-mail address that 
appears before the @ symbol. 


attachment A file, picture, or other external data source sent in conjunction with an 
e-mail message. 


automatic update restore point A restoration checkpoint that is automatically cre- 
ated when you install a downloaded update, for use with the System Restore 
feature. 


backup recovery restore point A restoration checkpoint that is automatically cre- 
ated when you use the Backup utility, for use with the System Restore feature. 


bandwidth The data transfer capacity of a digital communications system, such as 
the Internet or a local area network. Bandwidth is usually expressed in the 
number of bits that a system is capable of transferring in a second: bits per sec- 
ond (bps). High bandwidth or broadband refers to a network capable of a fast 
data transfer rate. 

bitmap (BMP) Representation of characters or graphics by individual pixels 


arranged in rows and columns. For black and white pixels, each pixel is repre- 
sented by 1 bit of data, whereas for high-definition color pixels, each pixel is 


represented by 32 bits. 


boot The process of starting or resetting a computer. When first turned on (cold 
boot) or reset (warm boot), the computer runs the software that loads and starts 


the computer’s operating system, which prepares it for use. 
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Briefcase See Microsoft Briefcase. 


broadband connection A high-speed connection. Broadband connections typically 
transfer information at a rate of 256 kilobytes per second (KBps) or faster. 
Broadband includes DSL and cable modem service. 


burn To copy data to a CD. 


button A graphic element on a toolbar or in a dialog box that performs a particular 
function when you click it. The part of a mouse that you press to click some- 
thing is also called a button. 


byte A unit of data, usually the equivalent of a single character such as a letter or 
a digit. 
cable modem A device that creates a broadband connection to the Internet by using 


cable television lines. Access speeds vary greatly, with a maximum speed of 10 
megabits per second (Mbps). 


capture To convert analog video or audio to digital data, which can be stored as a 
file on a computer. 


CD Key A unique combination of letters and numbers, usually located on a CD- 
ROM jewel case, that identifies the product license for the CD version of a 
product. 


CD-RW See compact disc—rewritable. 


chatting Communicating via an instant messaging program such as Windows 
Messenger. 


Classic The term used to describe the appearance of the user interface in versions 
of Windows prior to Windows XP. 


clicking Pressing and releasing the primary mouse button. 


clip In Windows Movie Maker, audio, video, or still images. Clips are stored in col- 
lections. 


command An instruction to the computer's operating system. 


command shell A separate software program that provides direct communication 
between the user and the operating system. The command shell has a non- 
graphical user interface, and it provides the environment in which you run char- 
acter-based applications and utilities. 


command-line tool Tools that are specified on an MS-DOS command line. 
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compact disc-recordable (CD-R) A type of compact disc on which files can be 
written, 


compact disc-rewritable (CD-RW) A type of compact disc on which files can be 
written multiple times. 


compression The encoding of data to reduce file size. Content that has been com- 
pressed must be decompressed for use. 


Computer Management A component you can use to view and control many 
aspects of the computer configuration. Computer Management combines sev- 
eral administrative utilities into a single unit, providing easy access to a com- 
puter’s administrative properties and tools. 


cookie A small text file stored on your computer, containing information specific to 
a particular Web site, such as your user name or password. 


data storage device Any device on which data is stored, including floppy disks, 
hard disk drives, CD-ROMs, Zip disks, and so forth. 


defragmentation The process of rewriting parts of a file on a hard disk to increase 
the speed of access and retrieval. When files are updated, the computer tends to 
save the updates on the largest continuous space on the hard disk, which is 
often on a different sector than the other parts of the file. When files are frag- 
mented, the computer must search the hard disk each time the file is opened to 
find all of the file’s parts, which slows down response time. 


desktop The on-screen work area on which windows, icons, menus, and dialog 
boxes appear. 


device driver A program that allows a specific device, such as a modem, network 
adapter, or printer, to communicate with the operating system. Although a 
device might be installed on your system, Windows cannot use the device until 
you have installed and configured the appropriate driver. If a device is listed in 
the Hardware Compatibility List (HCL), a driver is usually included with Win- 
dows. Device drivers load automatically when a computer is started, and there- 
after run invisibly. 


DHCP server A computer running the Microsoft DHCP service, which allows IP 
addresses to change as needed. 


dialog box A window that contains buttons and various kinds of options through 
which you can carry out a particular command or task. 
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dial-up connection A network connection that uses the telephone network. This 
includes modems with a standard phone line, ISDN cards with high-speed ISDN 
lines, or X.25 networks. If you are a typical user, you may have one or two dial- 
up connections, for example, to the Internet and to your corporate network. In 
a more complex server situation, multiple network modem corinections might 
be used to implement advanced routing. 


Digital Subscriber Line (DSL) See DSI. 


digital video disc (DVD) A type of optical disc storage technology. A digital video 
disc (DVD) looks like a CD-ROM disc, but it can store greater amounts of data. 
DVDs are often used to store full-length movies and other multimedia content 
that requires a large amount of storage space. 


direct cable connection A link between two computers created with a single cable, 
rather than with a modem or other interfacing device. 


Disk Cleanup A program that deletes temporary files from your hard disk drive in 
order to free up storage space. 


Disk Defragmenter A program that locates and consolidates fragmented files and 
folders on your computer. 


deck To connect a laptop or notebook computer to a docking station; to connect a 
floating toolbar to one side of your Windows desktop. 


domain A group of computers that are part of a network and share a common 
directory. A domain is administered as a unit with common rules and proce- 
dures. Each domain has a unique name. 


domain name The name given by an administrator to a collection of networked 
computers that share a common directory. In accordance with Domain Name 
System (ONS) naming structure, domain names consist of a sequence of name 
labels separated by periods. 


double-clicking Pressing and releasing the primary mouse button twice in quick 
succession to give the computer a command. 


download To deliver or receive information over a network by copying the infor- 
mation to a computer on which it can be played locally. In contrast, when in- 
formation is streamed, the data is not copied to the receiving computer. 


dragging To move an item to another place on the screen by selecting the item and 
then pressing and holding down the mouse button while moving the mouse. 


driver See printer driver. 
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DSL Digital Subscriber Line. A type of high-speed Internet connection using stan- 
dard telephone wires; also referred to as a broadband connection. 


dynamic-link Ilbrary (DLL) An operating system feature that allows executable rou- 
tines (serving a specific function or set of functions) to be stored separately as 
files with .di/ extensions. These routines are loaded into memory only when 
needed by the program that calls them. 


electronic business cards See vCard. 
e-mail Electronic mail. A means of sending messages and data over the Internet. 


e-mail address A series of characters, consisting of an alias and a domain name, 
that identifies a user so that the user can receive e-mail messages. 


e-mail server See server. 


emoticon A symbol created by standard keyboard characters and used to represent 
an emotion or item in electronic communications. 


End User License Agreement (EULA) An agreement governing the use of a soft- 
ware product by the user. The EULA can be found in several different locations, 
depending on the product. The three most common locations are: (1) printed 
on a separate piece of paper that accompanies the product; (2) printed in the 
User’s Manual, usually inside the front cover or on the first page of the manual, 
or (3) located online within the software product. 


Ethernet A method of connecting to a computer network that uses cables to trans- 
fer information between computers. Ethernet networks standard can transmit at 
10 megabits (10 million bits) per second. 


executable file A program file that can be run. Files that have .eve extensions are 
executable, 


expansion slot A socket inside a computer’s case, designed to hold new hardware 
the user installs to enhance the computer’s capabilities. 


extension See file name extension. 


external Outside of your network or organization; not contained inside your com- 


puter’s case. 


flle A discrete, named unit of data or information that can be created, accessed, and 
modified by a program or a user. Spreadsheets, graphics, and sounds are exam- 
ples of files. Files are kept in folders. 
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file name extension A set of characters added to the end of a file name that identi- 
fies the format of a file, the type of content it contains, and the type of program 
or device it can be used with, for example, .doc. 


FilterKeys A keyboard feature that instructs your keyboard to ignore brief or 
repeated keystrokes. You can also adjust the keyboard repeat rate, which is the 
rate at which a key is repreated when you hold it down. 


firewall A combination of hardware and software that provides a security system, 
usually to prevent unauthorized access to an internal network or intranet. A fire- 
wall prevents direct communication between network and external computers 
by routing communication through a proxy server outside the network. The 
proxy server determines whether it is safe to let a file pass through to the net- 
work, A firewall is also called a security-edge gateway. 


folder A container for programs and files in graphical user interfaces, symbolized on 
the screen by an icon of a file folder. A folder is a means of organizing programs 
and documents on a disk and can hold both files and additional folders. 


fragmentation The scattering of parts of the same file over different areas of the 
disk. Fragmentation occurs as files on a disk are deleted and new files are 
added. It slows disk access and degrades the overall performance of disk oper- 
ations, although usually not severely. 


full mode The default operational state of Windows Media Player in which all of its 
features are displayed. The Player can also appear in skin mode. 


gigabyte (GB) 1,024 megabytes, though often interpreted as approximately one bil- 
lion bytes. 


Graphic Interchange Format (GIF) An image compression method limited to a pal- 
ette of 256 colors or less. 


group In networking, an account that contains other accounts, called members. Per- 
missions and rights granted to a group are also granted to its members. 


hacker A person who attempts to gain access to computers or software programs 
through illegal means, often with the malicious intent of damaging computer 
data through the introduction of a virus. 


hard disk A device, also called a hard disk drive, that contains one or more inflexi- 
ble platters coated with a material on which data can be recorded magnetically. 
The hard disk is kept in a sealed case that protects it. Data can be stored and 
accessed much more quickly on a hard disk than on a floppy disk. 
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hardware The physical components of a computer system, including any peripheral 
equipment such as printers, modems, and mouse devices. 


header Part of the structure of a Windows Media stream that contains information 
necessary for a computer to interpret how the packets of data containing the 
content should be decompressed and rendered. 


hibernation A state in which your computer shuts down after saving everything in 
memory on your hard disk. When you bring your computer out of hibernation, 
all programs and documents that were open are restored to your desktop. 


hostname The Domain Name System (DNS) name of a device on a network. These 
names are used to locate computers on the network. To find another computer, 
its host name must either appear in the Hosts file or be known by a DNS server. 
For most Windows computers, the host name and the computer name are the 
same. 


HTTP See Hypertext Transfer Protocol. 


Hypertext Markup Language (HTML) A simple markup language used to create 
hypertext documents that can be displayed on computers running a variety 
of programs and operating systems. HTML files are simple ASCII text files with 
codes embedded (indicated by markup tags) to denote formatting and hyper- 
text links. 


Hypertext Transfer Protocol (HTTP) The protocol used to transfer information on 
the World Wide Web. An HTTP address—one kind of Uniform Resource Locator 
(URL)—takes the form http:/Avww.microsoft.com. 


icon A small image displayed on the screen to represent an object that can be 
manipulated by the user. Icons serve as visual mnemonics and allow the user to 
control certain computer actions without having to remember commands or 
enter them through the keyboard. 


Internet Message Access Protocol (IMAP) A method by which e-mail programs 
can access e-mail messages on a mail server. IMAP allows a user to retrieve e- 
mail messages from more than one computer. 


Indexing Service A Search Companion feature that maintains an index of all the 
files on your computer to enable faster searching. 


initial system checkpoint A restoration checkpoint that is automatically created 
the first time you start a new Windows XP computer, or the first time you start 
your computer after you install Windows XP, for use with the System Restore 
feature. 
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installation checkpoint A restoration checkpoint that is automatically created when 
you install a software program, for use with the System Restore feature. 


Integrated Services Digital Network (ISDN) See SDN. 


internal Within your network or organization; physically contained within your 
computer’s case. 


Internet Connection Firewall See Microsoft Internet Connection Firewall. 


Internet Connection Sharing (ICS) A feature that enables you to connect comput- 
ers on your home or small office network to the Internet using just one connec- 
tion; intended for use in a network where the ICS host computer directs 
network communication between computers and the Internet. 


Internet directory service An independently operated search engine used to locate 
people and businesses around the world over the Internet. 


Internet protocol (IP) address A 32-bit address used to identify a node on an IP 
network. Each node on the IP network must be assigned a unique IP address, 
which is made up of the network ID and a unique host ID. This address is typi- 
cally represented with the decimal value of each 8 bits separated by a period 
(for example, 192.168.7.27). In Windows XP, you can configure the IP address 
statically or dynamically through Dynamic Host Configuration Protocol. See 
DHCP server. 


internet service provider (ISP) A company that provides individuals or companies 
access to the Internet and the World Wide Web. An ISP provides a telephone 
number, a user name, a password, and other connection information so users 
can connect their computers to the ISP’s computers. An ISP typically charges a 
monthly or hourly connection fee. 


ISDN Integrated Services Digital Network. A digital phone line used to provide high- 
bandwidth Internet connection. An ISDN line must be installed by the tele- 
phone company at both the calling site and the called site. 


Jaz disk drive An external drive that connects to your computer and uses removable 
Jaz disks to store data. 


Joint Photographic Experts Group (JPEG) An image compression mechanism 
designed for compressing either full-color or gray-scale still images. It works 
well on photographs, naturalistic artwork, and similar material. 


keyboard shortcut A method of invoking a command by pressing a combination of 
keys, instead of selecting the command from a menu with the mouse. 
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Kids Passport An online service that enables children under 12 to sign in to a vari- 
ety of Microsoft and commercial Web sites using a single user account name 
and password; Kids Passports protect the distribution of the user’s personal 
information by specifying what information can be shared with the Web sites 
and what can be done with that information. 


kilobytes (KB) 1,000 bytes. 


local area network (LAN) A group of computers and other devices dispersed over a 
relatively limited area and connected by a communications link that enables any 
device to interact with any other device on the network. 


local computer The computer that you are currently logged on to as a user. More 
generally, a local computer is a computer that you can access directly without 
using a communications line or a communications device, such as a network 
adapter or a modem. 


local printer A printer that is directly connected to one of the ports on your 
computer. 


local/locally On your own computer. 
logging off Disconnecting your computer from a network domain. 


logging on Connecting your computer to a network by providing a user name and 
password that identifies a user to the network. 


mailbox In Outlook Express, the location in which your e-mail folders are stored. 


manual checkpoint A restoration checkpoint that you create yourself, for use with 
the System Restore feature. 


map To assign a local drive letter to a network drive or resource so that you can 
easily browse to it. 


megabyte (MB) 1,000 kilobytes. 
menu A grouping of related commands. 
menu bar The toolbar from which you can access the menus of commands. 


Microsoft Briefcase A program you can use to store working copies of files and 
synchronize them with the originals. 


Microsoft Internet Connection Firewall Firewall software that is used to set restric- 
tions on what information is communicated between your home or small office 
network and the Internet. 

Microsoft Knowledge Base A searchable online database of technical support infor- 
mation and help tools for Microsoft products. 
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Microsoft Magnifier A display utility that makes the screen more readable for users 
who have impaired vision. 


Microsoft Narrator A text-to-speech utility for users who are blind or have impaired 
vision. 

Microsoft Network (MSN) Microsofts online service, which includes e-mail, games, 
software downloads, and many other features. 


Microsoft Outlook Express A program for sending and receiving e-mail messages 
and participating in newsgroups. 


Microsoft Paint A drawing tool you can use to create simple or elaborate drawings. 
These drawings can be either black-and-white or color, and can be saved as bit- 
map files. You can also use Paint to work with jpg and .gif files. You can paste 
a Paint picture into another document you’ve created, or use it as your desktop 
background. 


Microsoft Speech Recognition An internal engine that recognizes spoken words 
and converts them to written text. 


Microsoft Windows Update A program that regularly scans your computer and 
communicates with an online Web site to check for available updates for your 
computer's operating system, software programs, and hardware. 


modem A device that allows computer information to be transmitted and received 
over a telephone line. The transmitting modem translates digital computer data 
into analog signals that can be carried over a phone line. The receiving modem 
translates the analog signals back to digital form. 


MouseKeys A keyboard feature that enables you to use the numeric keypad to 
move the mouse pointer and to click, double-click, and drag. 


MSN Explorer An integrated suite of Internet programs dedicated exclusively to 
MSN services and properties. MSN Explorer helps users with varying levels of 
computer expertise work on the Internet. 


MSN Gaming Zone A Web site through which you can play a wide variety of soli- 
taire or multiple-player games. 


network A group of computers and other devices, such as printers and scanners, 
connected by a communications link that enables all the devices to interact with 
each other. Networks can be small or large, permanently connected through 
wires or cables, or temporarily connected through phone lines or wireless trans- 
missions. The largest network is the Internet, which is a worldwide group of 
networks. 
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network adapter A device that connects your computer to a network. This device is 
sometimes called an adapter card or network interface card. 


network administrator A person responsible for planning, configuring, and manag- 
ing the day-to-day operation of the network. A network administrator is also 
called a system administrator. 


Network Bridge A tool that automates the processes required to forward informa- 
tion from one type of media to another. 


Network Diagnostics A tool that gathers and displays information about your com- 
puter hardware and operating system, your Internet connection, and your 
modem and network adapter. 


network domain A group of computers that are part of a network and share a com- 
mon database of files and folders. A domain is administered as a unit with com- 
mon rules and procedures. Each domain has a unique name. 


network printer A printer that is not directly connected to your machine, but rather 
is available to you through a network. 


network time protocol (NTP) A protocol, used by personal firewalls, that prevents 
time-synchronization. 


newsgroup A collection of messages posted by individuals to a news server (a com- 
puter that can host thousands of newsgroups). 

Notepad A basic text editor you can use for simple documents or for creating Web 
pages. 

notification area The area on the taskbar to the right of the taskbar buttons. The 
notification area displays the date and time and can also contain shortcuts that 


provide quick access to other programs. Other shortcuts can appear tempo- 
rarily, providing information about the status of activities. 


offline Not connected to a network. 
online Connected to the Internet. 


On-Screen Keyboard A utility that displays a virtual keyboard on the screen and 
allows users with mobility impairments to type data using a pointing device or 
joystick. On-Screen Keyboard is intended to provide a minimum level of func- 
tionality for users with mobility impairments. 


optical character recognition (OCR) A technology that enables devices such as 
scanners to convert hard-copy or photographic images to data. 


original equipment manufacturer (OEM) Used to refer to computer systems manu- 


facturers. 
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Paint See Microsoft Paint. 


parallel port The input/output connector for a parallel interface device. Printers are 
generally plugged into a parallel port. 


Passport An online service that enables you to sign in to a variety of Microsoft and 
other commercial Web sites using a single user account name and password. 


Passport Wallet An online database in which you can store credit card and other 
account information, as well as online gift certificates. You can then transmit 
that information securely to online vendors. 


password A security measure used to restrict access to user accounts, computer sys- 
tems, and resources. A password is a unique string of characters that must be 
provided before access is authorized. Windows XP passwords are case-sensitive 
and can be up to 14 characters in length. 


path A route through a structured collection of stored information, showing where 
on the storage medium that information is located. 


peripheral device Any external device that connects to your computer. 


permission A rule associated with an object to regulate which users can gain access 
to the object and in what manner. Permissions are granted or denied by the 
object’s owner. 


pixel Short for picture element. One pixel is the smallest element that display or 
print hardware and software can manipulate to create letters, numbers, or 
graphics. 


playlist In Windows Media Player, a list of links to various digital media files on a 
computer, a network, or the Internet. 


Plug and Play A design philosophy and set of specifications that allow hardware 
and software to be automatically identified by the computer. 


POP3 See Post Office Protocol 3. 


port A connection or socket used to connect a device—such as a printer, monitor, 
or modem—to the computer. Information is sent from the computer to the 
device through a cable. 


portable device A computing device or storage card that is not a desktop computer. 
Examples of portable devices include computing devices such as Pocket PCs, 
and storage cards such as CompactFlash cards. 
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Portable Network Graphics (PNG) A file format for portable, well-compressed stor- 
age of images. 


Post Office Protocol 3 (POP3) A popular protocol used for receiving e-mail mes- 
sages. This protocol is often used by ISPs. In contrast to IMAP servers, which 
provide access to multiple server-side folders, POP3 servers allow access to a 
single Inbox. 

printer driver A printer driver is software used by computer programs to communi- 
cate with printers and plotters. Printer drivers translate the information you send 
from the computer into commands that the printer understands. 


Product Key A unique combination of letters and numbers that identifies a pro- 
gram’s product license. 


program icon See icon. 


program name installation restore point A restoration checkpoint that is created 
when you install a program, for use with the System Restore feature. 


program shortcut See shortcut. 


protocol A set of rules and conventions for sending information over a network. 
These rules govern the content, format, timing, sequencing, and error control of 
messages exchanged among network devices. 


Public Profile In Passport, a page of information about yourself that you create. You 
can choose how much of your Profile will be available for other people to see. 


Quick Launch toolbar A customizable toolbar that lets you display the Windows 
desktop or start a program (for example, Internet Explorer) with a single click. 
You can add buttons to start your favorite programs from the Quick Launch 
location on the taskbar. 

random access memory (RAM) Memory that can be read from or written to by a 
computer or other devices. Information stored in RAM is lost when the com- 
puter is turned off. 

read receipt In Outlook Express, an electronic receipt that is sent to you when the 
message recipient has displayed your message. This is useful when you are 
sending time-critical information, or any time you want confirmation that your 
message has been received. 
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Recycle Bin The place in which Windows stores deleted files. You can retrieve files 
you deleted in error, or you can empty the Recycle Bin to create more disk 
space. 


remote access server A Windows-based computer running the Routing and 
Remote Access service and designed to provide remote access to computers on 
a network. 


Remote Assistance A convenient way for a friend in another location to connect to 
your computer from another computer and help you troubleshoot a problem. 


Remote Desktop A means of accessing a Windows session that is running on your 
computer from another computer. 


restart The process of ending a user session, shutting down Windows, and then 
starting Windows again without turning the computer off. 


restore operation restore point A restoration checkpoint that is automatically cre- 
ated when you restore your system, for use with the System Restore feature. 


right-clicking Pressing and releasing the secondary mouse button. 


root The highest or uppermost level in a hierarchically organized set of information. 
The root is the point from which subsets branch in a logical sequence that 
moves from a broad or general focus to narrower perspectives. 


root directory The top point of a directory tree in a hierarchical disk-based file 
structure. In the path C:\WINDOWS\explorer.exe, C:\ is the root directory. 


screen area The width and height of your screen, measured in pixels. 


screen saver A moving picture or pattern that appears on your screen when you 
have not used the mouse or keyboard for a specified period of time. 


ScreenTip The small text box that appears when the mouse pointer passes over a 
button, telling you the name of the command. 


scroll bar A vertical or horizontal bar that you move to change your vertical or hor- 
izontal position within a window. 


Search Companion A program that guides you through the process of searching 
for a file, folder, or resource on your computer, on your network, or on the 
Internet. 


search criteria The specific information on which a search is based. 
server A computer that provides shared resources to network users. 


share To make resources, such as folders and printers, available to others. 
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shared drive A drive that has been made available for other people on a network 
to access. 


shared folder A folder that has been made available for other people on a network 
to access. 


shortcut A link to any item accessible from your computer or on a network, such as 
a program, file, folder, disk drive, Web page, printer, or another computer. You 
can put shortcuts in various areas, such as on the desktop, on the Start menu, or 
in folders. 


shortcut menu A context-sensitive menu of commands that appears when you 
right-click an item. 


ShowSounds A feature that instructs programs that usually convey information only 
by sound to also provide all information visually, such as by displaying text cap- 
tions or informative icons. 


shut down The process of ending a user session and closing Windows so that a 
computer can safely be turned off. 


signature Text included at the end of an e-mail message to identify the sender. 


Simple Mail Transfer Protocol (SMTP) A member of a suite of protocols that gov- 
erns the exchange of electronic mail between message transfer agents. 


skin A file that customizes the appearance and functionality of Windows Media 
Player in skin mode. 


skin mode An operational state of Windows Media Player in which its user interface 
is customized and displayed as a skin. Some features of the Player are not 
accessible in skin mode. By default, the Player appears in full mode. 


SMTP See Simple Mail Transfer Protocol. 
software See software programs. 
software applications See software programs. 


software piracy The theft of software through illegal copying of genuine programs 
or through counterfeiting and distributing imitation software products or unau- 
thorized versions of software products. Piracy can include casual copying of 
genuine software by individuals or businesses, or widespread illegal duplication 
of software programs for profit. 


software programs Programs that enable you to do things on your computer. 


SoundSentry A Windows feature that produces a visual cue, such as a screen flash 
or a blinking title bar, whenever the computer plays a system sound. 
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Speech Recognition See Microsoft Speech Recognition. 


stand by The process of maintaining a user session and keeping the computer run- 
ning on low power with the user's data still in the memory. 


Start menu A central menu linking you to important commands, folders, and pro- 
grams on your computer. 


stationery In Outlook Express, a template that can include a background image, 
unique text font colors, and custom margins. 


stationery theme See stationery. 


StickyKeys A keyboard feature that enables you to press a modifier key (fœ), [ax], or 
[r], or the [S] key, and have it remain active until a non-modifier key is 
pressed. This is useful for people who have difficulty pressing two keys simulta- 
neously. 


synchronization See synchronize. 


synchronize To reconcile the differences between files stored on one computer and 
versions of the same files on another computer. Once the differences are deter- 
mined, both sets of files are updated. 


system checkpoint A restoration checkpoint that is automatically created by Win- 
dows XP at regular intervals, for use with the System Restore feature. System 
checkpoints are created every 24 hours of calendar time, or every 24 hours your 
computer is turned on. If your computer is turned off for more than 24 hours, a 
system checkpoint is created the next time it is turned on. 


system date The current date according to your operating system. 


system folder A folder containing files that are specific to your operating system. 
The contents of a system folder are hidden by default and should not be 
modified. 


system time The current time according to your operating system. 
tape drive An internal or external drive that uses tapes to transfer and store data. 


taskbar The bar that contains the Start button and appears by default at the bottom 
of the desktop. You can click the taskbar buttons to switch between programs. 
You can also hide the taskbar, move it to the sides or top of the desktop, and 
customize it in other ways. 


text-to-speech (TTS) software Text-to-speech (TTS) is the ability of the operating 
system to play back printed text as spoken words. An internal driver, called a 
TTS engine, recognizes the text and, using a synthesized voice chosen from sev- 
eral pre-generated voices, speaks the written text. 
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theme A set of visual elements that provide a unified look for your computer desk- 
top. A theme determines the look of the graphic elements of your desktop, such 
as the windows, icons, fonts, colors, and the background and screen saver pic- 
tures. It can also define sounds associated with events such as opening or clos- 
ing a program. 


thumbnail A small version of a graphic that is hyperlinked to a larger version. 


time server A computer that periodically synchronizes the time on all computers 
within a network. This ensures that the time used by network services and local 
functions remains accurate. 


title bar The horizontal bar at the top of a window that contains the name of the 
window. On many windows, the title bar also contains the program icon, the 
Maximize, Minimize, and Close buttons, and the optional question mark button 
for context-sensitive Help. To display a menu with commands such as Restore 
and Move, right-click the title bar. 


ToggleKeys A feature that sets your keyboard to beep when one of the locking keys 


(z), E), or (ES) is turned on or off. 


toolbar Ina program in a graphical user interface, a row, column, or block of on- 
screen buttons or icons. When clicked, these buttons or icons activate certain 
functions, or tasks, of the program. Users can often customize toolbars and 
move them around on the screen. 


track An individual song or other discrete piece of content from a CD. 


Trojan horse A program that masquerades as another common program in an 
attempt to receive information. An example of a Trojan horse is a program that 
behaves like a system logon to retrieve user names and password information 
that the writers of the Trojan horse can later use to break into the system. 


turn off The process of shutting down Windows so you can safely turn off the com- 
puter power. Many computers turn the power off automatically. 


Universal Serial Bus (USB) Computer connection port, or interface, for plugging 
in devices such as a keyboard, mouse, printer, scanner, and telephone equip- 
ment. USBs allow devices to be plugged in and unplugged without turning the 
system off. 

unsigned device driver restore point A restoration checkpoint that is automatically 
created when you install an unsigned device driver, for use with the System 


Restore feature. 


USB ports See Universal Serial Bus ( USB). 
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user account A record that consists of all the information that defines a user to Win- 
dows. This includes the user name and password required for the user to log 
on, the groups in which the user account has membership, and the rights and 
permissions the user has for using the computer and network, and accessing 
their resources. 


user account name See user name. 


user account picture An individual graphic representing a specific computer user 
account. User account pictures are only available on computers that are mem- 
bers of a workgroup or are stand-alone, and are not available on computers that 
are members of a network domain. 


user interface (UI) The portion of a software program which allows you to interact 
with the program. 


username A unique name identifying a user’s account to Windows. An account’s 
user name must be unique among the other group names and user names 
within its own domain or workgroup. 


user profile A file that contains configuration information for a specific user, such as 
desktop settings, persistent network connections, and application settings. Each 
user's preferences are saved to a user profile that Windows uses to configure 
the desktop each time a user logs on. 


Utility Manager A program that enables users to check an accessibility program’s 
status and start or stop an accessibility program. 


vCard In Outlook Express, an electronic business card format for contact informa- 
tion. The vCard format can be used with a variety of digital devices and operat- 
ing systems. 


virus A program that infects computer files or other programs by inserting copies of 
itself into the files, and may execute some harmful or inconvenient action. A 
program that inserts itself into your e-mail program and sends copies of itself to 
everyone in your address book is an example of a virus. 


Virtual Private Network (VPN) The extension of a private network. VPN connec- 
tions provide remote access and routed connections to private networks over 
the Internet. 


visualization In Windows Media Player, a feature that displays audio as moving 
splashes of color and geometric shapes. 
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volume An area Of storage On a hard disk. A volume is formatted by using a file sys- 
tem, such as FAT or NTFS, and has a drive letter assigned to it. You can view the 
contents of a volume by clicking its icon in Windows Explorer or in My Com- 
puter, A single hard disk can have multiple volumes, and volumes can also span 
multiple disks. 


wildcard A keyboard character that can be used to represent one or many charac- 
ters When conducting a query. The question mark (7) represents a single 
character, and the asterisk C) represents any number of characters. 


window A portion of the screen where programs and processes can be run. You can 
open several windows at the same time. Windows can be closed, resized, 
moved, minimized to a button on the taskbar, or maximized to take up the 
Whole screen. 


Windows Messenger An instant messaging program that enables you to communi- 
cate with individual or multiple online contacts. 


Windows Update Sec Microsoft Windows Update. 


wizard A program that guides you through a process using a series of pages on 
which you select the options you want to use. 


WordPad A program used to create or edit text files that contain formatting or 
graphics. 


work offline/online Sce offline and online, 
zip See compression, 


Zip disk drive An external drive that connects to your computer and uses remov- 
able Zip disks to store data. 
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access to shared drives and 
folders, limiting, 165 
accessibility settings 
accessibility tools, 146 
activating, 147 
Magnifier, 146 
Narrator, 146 
ShowSounds, 147 
Sound Sentry, 147 
starting before logging on, 146 
Accessibility Wizard, 146 
accessing 
computers remotely (see remote 
access) 
games, 220 
Passport, 178 
Accessories menu, 25, 95 
account, Hotmail. See Hotmail 
account, Passport. See Passport 
accounts, 5, 9, 41, 46 
All Users, 9 
changing group, 50 
creating, 47, 54 
customizing, 55 
deleting, 52, 57 
e-mail, 196 
Guest, 9 
names, 5, 9, 53 
passwords, 5, 9 
pictures, 9, 53 
switching, 57 
accuracy of speech 
recognition, 148 
activating 
accessibility tools, 147 
Indexing Service, 124 
Microsoft Windows XP, 6 
adding 
Contacts to Windows 
Messenger, 187 
songs to playlists, 239 
Address Book, 196, 212 
adding contacts to, 213 
creating contacts in, 213 


creating groups, 215 
features, 212 
opening, 213 
viewing addresses on map, 214 
addresses, e-mail, 197 
Address toolbar, 108 
administrative privileges, 5, 42, 
46, 53, 83 
Administrators group, 46 
administrators of networks, 5 
Advanced System 
Information, 252 
album details, 237 
aliases, e-mail, 197 
allowing remote access, 162 
All Programs menu, 24, 94 
All Users account, 9 
All Users folder, 99 
applications, 63 
applying 
desktop backgrounds, 130 
desktop backgrounds, none, 131 
fade effect to menus and 
tooltips, 136 
folder pictures, 112 
menu shadows, 136 
screen savers, 135 
scrol] effect to menus and 
ScreenTips, 136 
themes Windows Classic, 129 
Arrange Icons By, Auto Arrange 
command, 36 
Arrange Icons By, Run Desktop 
Cleanup Wizard cominand, 
37 
assigning picture properties to 
folders, 241 
assistance, remote, 271 
Audio CD dialog box, 235 
audio conferencing, 4 
audio files, 236 
audio input jack, locating, 64 
auto hiding Windows Media 
Player menu bar, 229 
autoarranging shortcuts, 36 


o 


Automatic Updates Setup 
Wizard, 250 
autorun files, 83 


Back button, 100 
backgrounds, 18 
backgrounds, desktop. See desk- 
top backgrounds 

backing up, 275 
Backup and Restore Wizard, 275 
Backup Operators group, 46 
bitmap graphics, 116 

creating, 115 
blank desktop backgrounds, 131 
boom microphones, 63 
booting up, 7 
broadband connections, 158 
browsing, 33 
buddies. See Windows Messenger 
business cards, 196 
buttons, 96 

taskbar, 20, 27 
byte, 113 


C 


Calculator, 25 
cameras, 78 
displaying installed, 79 
installing, 78, 79, 241 
Scanner and Camera Wizard, 3 
video, 78 
card games, 219 
CD Keys, 84 
CD-RW drives, installing, 81 
CDs, copying media files to, 227, 
236, 240 
CDs, playing, 226, 234 
album details, 237 
downloading artist and song 
title, 236 
interactive content, 236 
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changing 
desktop backgrounds, 130 
input languages, 144 
monitor display area, 136 
monitor screen area, 136 
monitor settings, 136 
regional settings, 142 
screen resolution, 137 
themes, 128 
voice of text-to-speech tools, 153 
Windows Media Player skins, 233 
Windows Media Player 
visualization, 230 
Windows Messenger default 
message font, 186 
chatting. See Windows Messenger 
children’s privacy, 
protecting, 184 
classic Start menu, 21 
cleaning up 
desktop, 37 
hard disks, 257 
ClearType, 4 
clicking, 8 
Close button, 20, 29, 68 
Close command, 29 
Close Group command, 28, 31 
closing 
windows, 20 
windows, grouped, 28, 31 
command shell, 256 
communities, creating on the 
Web, 244 
Compatibility Wizard, 4 
compressing files, 113 
computer administrator 
accounts, 53 
Computer Management tool, 165 
computer names, 42, 46 
computers 
accessing remotely, 162 
logging off, 12 
logging on, 5, 9 
networking, 163 
restarting, 15 
security, 41 
shutting down (Professional), 13 
turning off (Home Edition), 14 
connecting 
computers together (see network- 
ing computers) 
to network printers, 74 
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connecting to the Internet, 157 
broadband connections, 158 
dial-up connections, 158 
setting up manually, 161 
via a local area network, 158 

connections, Internet, 3 

Contact list. See Windows 

Messenger 

contacts, Outlook Express, 196 
adding to Address Book, 213 
creating in Address Book, 213 

contacts, Windows Messenger 
adding, 187-88 
deleting, 191 
finding, 187 

Control Panel, 43 

conversations, Windows 

Messenger, 193 
exiting, 195 

cookies 
and MSN Explorer, 224 
Passport, 179 

COPPA, 184 

Copy Here command, 35 

copying 
files, 120 
folders, 119 
media files from CDs, 236 
media files to CDs, 227, 240 
media files to handheld 

devices, 240 
shortcuts, 35 
countries, settings for, 141 
changing, 142 
Create Shortcut Wizard, 32 
creating 
bitmap graphics, 115 
communities, on the Web, 244 
contacts in Outlook Express 
Address Book, 213 

desktop shortcuts, 95 

desktop shortcuts, to Virtual 
Private Network 
connections, 174 

desktop shortcuts for Windows 
Explorer, 95 

files, 113 

folders, 114 

groups in Outlook Express 
Address Book, 215 

Hotmail account, 181 

Outlook Express messages, 206 

Passport account, 177, 179 

passwords, strong, 183 


playlists, 238 
speech recognition profiles, 148 
stationery themes, 208 
text documents, 115 
Virtual Private Network 
connections, 171 
credit card information, storing 
in Passport, 178 
criteria, search, 123 
customizing 
Outlook Express layout, 202 
Start menu, 22 
Windows Messenger Away 
status, 184 
Windows Messenger 
messages, 184 


daisy-chaining devices, 80 
data storage devices, 79 
displaying installed, 82 
installing, 79 
date. See system date 
defragmenting hard disks, 259 
Delete command, 35 
Deleted Items folder, 197 
deleting, 35 
contacts from Windows 
Messenger, 191 
files permanently, 257 
folders, 117 
Outlook Express messages, 208 
root directory files, danger of, 99 
shortcuts, 31, 35 
user accounts, 52, 57 
desktop, 17, 18 
backgrounds (see desktop back- 
grounds) 
cleaning up, 37 
displaying, 31, 32 
Home Edition, 11 
Professional, 7 
shortcuts (see desktop shortcuts) 
themes (see themes) 
desktop backgrounds, 130 
applying none, 131 
blank, 131 
changing, 130 
previewing, 131 
Desktop Cleanup Wizard, 37 


desktop shortcuts, 31 
creating, 95 
to Virtual Private Network 
connections, 174 
desktop themes. See themes 
Details view, 105 
device drivers, 61, 62 
current, 62 
downloading, 62 
printers, 62 
printers, downloading, 68 
devices, 61 
internal, 81 
diagnosing problems, 251 
dialog boxes, 7 
dial-up connections, 158 
dictation. See speech recognition 
digital cameras. See cameras 
digital photos, 241. See also 
pictures 
discussion threads, 263 
Disk Cleanup, 257 
Disk Defragmenter, 259 
display area, monitor, 136 
display names in Windows 
Messenger, 183 
dis playing 
desktop, 31, 32 
installed scanners and 
cameras, 79 
Quick Launch toolbar, 32 
root directory, 98 
storage devices, installed, 82 
system date, 140 
taskbar toolbars, 30 
Windows Media Player, 226 
Windows Media Player 
playlist, 229 
DLLs, 91 
docking the taskbar, 28 
documents, reading aloud, 153 
documents, text, 115 
Documents and Settings folder, 91 
domain names, 5, 197 
double-clicking, 8 
downloading 
device drivers, 62 
Outlook Express folders, 201 
printer drivers, 68 
software programs, 83 
Drafts folder, 197 
dragging, 8 
Drawing Pad, 147 
drivers. See device drivers 


drives 

cleaning up, 257 

defragmenting, 259 

sharing, 164 

sharing, limiting access when, 165 
dynamic link libraries, 91 


editing graphic files, 116 
e-mail 
accounts, 196 
addresses, 197 
folders, 197 
mailboxes, 197 
messages (see e-mail messages) 
servers, 197 
e-mail messages, 206 
adding stationery themes to, 212 
creating, 206 
deleting, 208 
formatting, 196 
maximizing, 204 
opening, 203 
replying to, 207 
sending, 207 
emoticons, 194 
list of, 194 
turning off, in Windows 
Messenger, 195 
emotions, expressing online. See 
emoticons 
enabling 
accessibility tools, 147 
Indexing Service, 124 
Microsoft Windows XP, 6 
end user license agreement 
(EULA), 6 
entering text, without 
keyboard, 147 
executable files, 91 
exiting 
Windows Messenger, 191 
Windows Messenger 
conversations, 195 
Explorer. See Windows Explorer 
extensions, 92 
external peripheral devices, 61 
external storage devices. See 
storage devices 
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F 


F1 Help, 262 
fade effect, applying to menus 
and ScreenTips, 136 
Fast User Switching, 3, 13, 57 
Favorites list in 
MSN Explorer, 225 
file name extensions, 92 
searching for, 123 
files, 17, 91 
backing up, 275 
compressing, 113 
copying, 120 
creating, 113 
deleting permanently, 257 
dynamic link libraries, 91 
executable, 91 
extensions, 92 
graphic, 116 
icons, 92 
icons, displaying, 101 
information, viewing, 107 
moving, 120 
previewing, in Filmstrip view, 109 
properties of, viewing, 110 
publishing, 244 
renaming, 115 
searching for, 124 
selecting multiple, 116 
sending to zipped folders, 117 
shared, publishing, 244 
sizes, 115 
sorting, by size, 106 
too many, 113 
viewing, 101 
Filmstrip view, 101 
previewing files in, 109 
FilterKeys, 147 
finding, 64, 122. See also 
searching 
audio input jack, 64 
Contacts in Windows 
Messenger, 187 
microphone jack, 64 
speaker jack, 64 
firewalls, 164 
Internet Connection Firewall. 3, 
161, 164 
and time servers, 139 
floppy disk drives, 79 
Folder bar, 206 
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folders, 17, 91 
copying, 119 
creating, 114 
deleting, 117 
e-mail, 197 
icons of, displaying, 101 
information, viewing, 107 
moving, 121 
moving directly to, 109 
My Documents, 30, 92, 99 
My Music, 30, 92 
My Pictures (see My Pictures 
folder) 
opening, 115 
Outlook Express, displaying list 
of, 206 
Outlook Express, 
downloading, 201 
picture for, applying, 112 
picture properties, assigning, 241 
properties of, viewing, 112 
publishing to the Web, 243 
renaming, 120 
Shared Documents, 165 
sharing, 164, 167 
sharing, limiting access when, 165 
synchronizing, 198 
system, 91 
templates, viewing list of, 112 
types, 108 
Unused Desktop Shortcuts, 37 
viewing, 101 
zipped, 113 
zipped, sending files to, 117 
Folders button, 97 
Folders view, 93, 97 
switching to Tasks view, 97 
fonts 
size, changing, 136 
smoothing edges, 136 
Windows Messenger, changing 
default, 184, 186 
formatting 
digital photos, 241 
e-mail messages, 196 
Forward button, 100 
Found New Hardware Wizard, 69 
fragmented hard disk, 259 
FreeCell, 26, 219 
full mode of Windows Media 
Player, 226 
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G 


games, 26, 219 
accessing, 220 
FreeCell, 26 
MSN Gaming Zone, 220 
Games menu, 26 
getting help, 261 
gift certificates, storing, 177 
gigabyte, 113 
Go button, 103 
graphic files. See digital photos; 
pictures 
graphics, bitmap. See bitmap 
graphics 
grouped taskbar buttons, 28, 31 
groups, 46 
changing, 50 
creating, in Outlook Express 
Address Book, 215 
Guest account, 9 
Guests group, 46 


hackers, 7 


handheld devices, copying media 


files to, 240 
handwriting recognition, 147 
hard disk, 79 

cleaning up, 257 
defragmenting, 259 
hardware, 61 
peripheral devices, 61 
updates, 249 
headset microphones, 63 
Hearts, 219 
Help, 261-62 
Remote Assistance, 4 
Search Companion, 3 
System Restore, 4 
troubleshooters, 4 
Windows Update, 4 
Hibernate mode, 5, 15 


hiding 
keyboard shortcuts on 
menus, 136 


system time, 139 


Windows Media Player menu bar, 


automatically, 229 
home networks. See networking 
computers 


Hotmail 
creating account, 181 
maintaining account, 182 
Member Directory, 187 
hubs, 80 
Hypertext Transfer Protocol 
(HTTP), 197 


icons, 18 
displaying, 101 
file, 92 
Outlook Express, 205 
shortcut, changing, 34 
size, changing, 136 
Windows Messenger, 187 
Icons view, 101 
switching to, 104 
ignoring brief or repeated 
keystrokes, 147 
Inbox, 197 
Indexing Service, 122 
enabling, 124 
input languages, changing, 144 
inputting text, without 
keyboard, 147 
installation CDs for MSN 
Explorer, ordering, 221 
installing 
cameras, 78, 79 
CD-RW drives, 81 
digital cameras, 241 
internal devices, 81 
microphones, 63, 64 
MSN Explorer, 222 
network printers, 75 
ports, extra, 80 
printer software, 71 
printers, 68 
programs, 83 
programs, administrative 
privileges for, 83 
programs, from the Internet, 83 
programs, options for, 84 
programs, specifying location, 85 
scanners, 78, 79 
speakers, 63, 64 
speech recognition, 148, 149 
storage devices, 79 
Windows components, 87 
Windows Installer, 4 


instant messaging. See Windows 
Messenger 
internal devices 
failure to detect, 81 
installing, 81 
internal peripheral devices, 61 
internal storage devices. See 
storage devices 
international versions of MSN 
Explorer, 221 
Internet, installing programs 
from, 83 
Internet access, 157 
setting up manually, 161 
Internet connection, sharing, 3 
Internet Connection Firewall, 3, 
161, 164 
Internet Connection Sharing, 164 
Internet Explorer 6, 3 
Internet Message Access Protocol 
(IMAP), 197 
Internet Properties dialog 
box, 160 
Internet radio stations, 232 
Internet Service Provider 


(ISP), 196 


J 


jacks, locating, 64 
Jaz disk drives, 79 


K 


keyboard, entering text 
without, 147 

keyboard shortcuts, 120 

hiding on menus, 136 

keystrokes, ignoring brief or 
repeated, 147 

Kids Passport, 177 

kilobyte, 113 

Knowledge Base, 261 


L 


Language Bar Settings dialog 
box, 145 
language settings, 141 


languages, 4 
LANs, 5, 158 
limited accounts, 53 
List view, 101 
switching to, 105 
local area networks, 5, 158 
local printers. See printers 
locating, 64. See also scarching 
audio input jack, 64 
Contacts in Windows 
Messenger, 187 
microphone jack, 64 
speaker jack, 64 
Lock the Taskbar command, 28 
locking/unlocking taskbar, 28, 
35, 108 
logging off, 12 
logging on, 5, 9 


Magnifier, 146 
magnifying screen, 146 
mailboxes, 197 
maintaining Hotmail account, 182 
making movies, 228 
map, viewing contact addresses 
on, 214 
Maximize button, 20, 204 
maximizing 
Outlook Express messages, 204 
windows, 20, 123 
media files 
copying from CDs, 236 
copying to CDs, 227, 240 
copying to handheld devices, 240 
Media Guide, 227 
opening, 230 
Media Library, 227 
opening, 237 
megabyte, 113 
menu bar in Windows Media 
Player, auto hiding, 229 
menu bars, 96 
menus 
fade effect, applying, 136 
hiding keyboard shortcuts on, 136 
scroll effect, applying, 136 
shadows under, applying, 136 
Messenger. See Windows 
Messenger 
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microphone jack, locating, 64 
Microphone Wizard, 150 
microphones, 63 
boom, 63 
headset, 63 
installing, 63, 64 
quality of, 63 
testing, 66, 150 
Microsoft Internet Explorer 6, 3 
Microsoft Knowledge Base, 261 
Microsoft Magnifier, 146 
Microsoft Narrator, 146 
Microsoft Network, 177 
Microsoft Online Assisted 
Support, 267 
Microsoft Outlook Express, 196 
Microsoft Windows 2000, 1, 2 
Microsoft Windows 95, 5 
Microsoft Windows 98, 2 
Microsoft Windows Millennium 
Edition (Me), 1, 2 
Microsoft Windows NT 
Workstation, 2 
Microsoft Windows Update, 249 
Microsoft Windows XP 
activating, 6 
Home Edition, 1 
Professional, 1 
user interface (see user interface) 
Minesweeper, 219 
minimizing windows, 20 
Monitor Settings dialog box, 138 
monitors 
display area, changing, 136 
screen area, changing, 136 
screen resolution, 136 
screen resolution and color 
quality, 138 
screen resolution, changing, 137 
settings, changing, 136 
most frequently used programs 
on Start menu, 21, 22 
mouse actions, 8 
mouse buttons, primary and 
secondary, 8 
MouseKeys, 147 
Movie Maker, 228 
moving 
directly to folders, 109 
files, 120 
folders, 121 
shortcuts, 36 
windows, 30 
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MSN gift certificates, storing, 177 
MSN Explorer, 220 
and cookies, 224 
data gathered by, 22 
errors when using, 2 
Favorites list, 225 
installation CDs, ordering, 221 
installing, 222 
international versions, 221 
opening, 222 
personal information, security 
oper 
and privacy, 225 
profiles. 222 
setting up. 224 
signing in, 221 
signing out, 224 
TRUSTe Privacy Program, 225 
MSN Gaming Zone, 220 
music CDs. See CDs, playing 
music in My Music folder, 3 
music playlists. See playlists 
My Computer folder, 102 
My Computer information, 251 
My Documents folder, 30, 92, 99 
My Music folder, 3, 30, 92 
My Pictures folder, 3, 30, 92, 99 
Filmstrip view. 101 


names 
computer, 42, 46 
of domains. 5, 197 
of user accounts, 5, 9, 53 
naming 
printers, 72 
printers, shared, 168 
Narrator, 146 
-NET Passport Wizard. 179, 180 
network adapters, networking 
computers with different 
types. 164 
network administrators, 5 
Network Bridge. 164 
Network Connection Wizard, 158 
Network Diagnostics, 251 
network domain names, 5 
network printers, 74 
connecting to, 74 
installing, 75 
making default, 76 
network resources, accessing 
when away from office, 170 
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25 


Network Setup Wizard, 3, 164 

networking computers, 163 
firewalls, 164 
Internet Connection Sharing, 164 
Network Setup Wizard, 164 
with different network 

adapters, 164 

networks 
local area networks (LANs), 5 
Network Setup Wizard, 3 
peer-to-peer, 5 

New Connection Wizard, 160 

newsgroups, 204, 263 

New Shortcut command, 32 

Notepad, 115 

notification area, 28 


O 


OCR programs, 78 
Online Assisted Support, 267 
Online Print Ordering 
Wizard, 241 
On-Screen Keyboard, 147 
opening 
Address Book in Outlook 
Express, 213 
folders, 115 
Media Guide, 230 
Media Library, 237 
MSN Explorer, 222 
Outlook Express, 198, 205 
Outlook Express messages, 203 
Radio Tuner, 231, 232 
Windows Media Player, 228 
Windows Movie Maker, 228 
operating system 
functions of, 2 
restoring, 278 
updating, 249 
upgrading, 2 
optical character recognition 
programs, 78 
ordering 
MSN Explorer installation CDs, 221 
prints, of digital photos, 241 
organizing shortcuts, 36, 37 
Outbox, 197 
Outlook Express, 196 
Folder bar, 206 
folders, displaying list of, 206 
folders. downloading, 201 
icons, 205 
layout, customizing, 202 


messages, 206 
messages, adding stationery 
themes to, 212 
messages, creating, 206 
messages, deleting, 208 
messages, formatting, 196 
Messages, maximizing, 204 
messages, opening, 203 
messages, replying to, 207 
messages, sending, 207 
newsgroups, 264 
opening, 198, 205 
password, remembering, 200 
signatures, 196 
stationery themes, 208 
synchronization, 201 
working area, enlarging, 202 


P 


Paint, 116 
parallel ports, daisy-chaining 
devices on, 80 
Passport, 177 
accessing, 178 
cookies, 179 
creating an account, 177, 179 
Kids Passport, 177 
logo, 178 
-NET Passport Wizard, 179, 180 
passwords, security of, 178 
passwords, storage location, 178 
privacy of, 178 
security of, 178 
signing in automatically, 182 
storing credit card information 
in, 178 
Wallet, 177 
passwords 
creating strong, 183 
in Outlook Express, 
remembering, 200 
Passport, location of, 178 
Passport, security of, 178 
for screen savers, 135 
of user accounts, 5, 9, 41 
pasting. See copying 
paths, 33 
peer-to-peer networks, 5 
peripheral devices, 61 
permissions, sharing, 168 
personal information, security of 
with MSN Explorer, 225 
with Passport, 179 


Index \ 


personalizing Windows Media 
Player, 233 
Photo Printing Wizard, 241 
photos, digital, 241. See also 
pictures 
picture properties, assigning to 
folders, 241 
pictures 
desktop, 130 
digital photos, 241 
editing, 116 
folder, applying, 112 
formats, 53 
in My Pictures folder, 3 
user accounts, 9, 53 
Pinball, 219 
pinning programs to Start menu, 
21, 26 
piracy, 6 
playing CDs, 226, 234 
album details, 237 
downloading artist and song 
title, 236 
interactive content, 236 
playing games. See games 
playlists, 226, 238 
adding songs to, 239 
creating, 238 
displaying, 229 
Plug and Play devices, 61 
POP3, 197 
ports, 80 
Post Office Protocol 3, 197 
Power Users group, 46 
previewing 
desktop backgrounds, 131 
files in Filmstrip view, 109 
screen savers, 134 
themes, 129 
voice in text-to-speech tools, 154 
primary mouse button, 8 
printer drivers. See device drivers 
printers 
adding manually, 69 
connected directly to 
computer, 68 
drivers (see device drivers) 
hubs, 74 
icons when shared, 170 
installing, 68 
local, 68 
manufacturer, choosing, 72 
model, choosing, 72 
naming, 72 


network (see network printers) 
not connected directly to com- 
puter (see network printers) 
shared, naming, 168 
sharing, 168 
software, installing, 71 
test pages, 73 
printing digital photos, 241 
print servers, 74 
prints of digital photos, 
ordering, 241 
privacy 
and MSN Explorer, 225 
of Passport, 178 
of screen savers, 133 
private networks, accessing over 
the Internet. See Virtual Pri- 
vate Network connections 
privileges, administrator, 5 
problems 
diagnosing, 251 
getting help, 261 
newsgroups, 263 
product support, 267 
Remote Assistance, 271 
solving, 249 
product keys, 84 
product support, 267 
Profile Wizard, 150 
profiles, 5, 9 
in MSN Explorer, 222 
programs, 83 
downloading, 83 
installing, 83 
installing, administrative 
privileges for, 83 
installing, failure, 83 
installing, options for, 84 
installing, specifying locations, 85 
most frequently used on Start 
menu, 21, 22 
pinning to Start menu, 21, 26 
text-editing, 115 
Windows Installer, 4 
properties, 22, 34 
of files and folders, viewing, 112 
protecting 
children’s privacy, 184 
files, 275 
protocols, 197 
publishing 
folders to the Web, 243 
shared files, 244 
Web Publishing Wizard, 3 


Q 


Quick Launch command, 32 
Quick Launch toolbar, 29 
adding shortcuts, 35 
displaying, 32 
sizing, 35 


radio stations, Internet, 232 
Radio Tuner, 227 
featured stations, 231 
opening, 231, 232 
reading documents aloud, 153 
Recording indicator, failure to 
move while recording, 67 
Recycle Bin, 19 
bypassing, 257 
regional settings, 141 
changing, 142 
remote access, 162 
adding users, 162 
allowing, 162 
remote access servers, 170 
Remote Assistance, 4, 271 
Remote Desktop, 162 
adding users, 162 
turning off, 163 
turning on, 162 
Remove from This List 
command, 27 
removing 
speech recognition, 153 
user accounts, 52 
renaming 
files, 115 
folders, 120 
replying to e-mail messages, 207 
resolution, screen, 136 
changing, 137 
color quality, 138 
resources, sharing, 163 
restarting, 15 
restoring 
operating system, 278 
windows, 20 
right-clicking, 8 
root directory, 98 
deleting files from, danger of, 99 
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safeguarding files, 275 
Sample Pictures folder, 99 
Scanner and Camera Wizard, 3, 
78, 79, 241 
scanners, 78 
displaying installed, 79 
installing, 78, 79 
Scanner and Camera Wizard, 3 
Scheduled Task Wizard, 258 
scheduling Disk Cleanup, 257 
screen 
area, changing, 136 
color quality, 138 
flashing when sound is 
played, 147 
magnifying, 146 
resolution, 136-37 
screen savers, 133 
applying, 135 
options, 135 
password protecting, 135 
previewing, 134 
privacy of, 133 
ScreenTips, 18 
displaying system date as, 139 
fade effect, applying, 136 
scroll effect, applying, 136 
scroll bars, 20 
scroll effect, applying to menus 
and ScreenTips, 136 
Search Companion, 3, 122 
changing character, 125 
searching, 122. See also finding 
criteria, 123 
file name extensions, 123 
for files, 124 
for help, 261 
wildcard characters, 124 
secondary mouse button, 8 
security, 41 
backing up files, 275 
hackers, 7 
of Passport, 178 
of personal information, with 
MSN Explorer, 225 
Trojan horses, 7 
selecting files, multiple, 116 
sending 
e-mail messages, 207 
files, to zipped folders, 117 
instant messages, 192 
Sent Items folder, 197 
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servers 
e-mail, 197 
remote access, 170 
setting 
system date, 139-10 
system time, 139-10 
time zone, 139 
Windows Messenger display 
name, 186 
setting up 
Internet access, manually, 161 
MSN Explorer, 224 
time servers, lal 
scttings, regional, 141 
shadows under menus, 
applying, 136 
Shared Documents folder, 165 
shared filcs, publishing, 244 
sharing 
digital photos, 241 
drives, 164 
drives, limiting access when, 165 
folders, 164, 167 
folders, limiting access when, 165 
Internet connection, 3 
permissions for, 168 
ports, with hubs, 80 
printers, 168 
printers, naming, 168 
sharing resources, 163 
shortcut menus, 8 
shortcuts, 18, 31 
adding to Quick Launch 
toolbar, 35 
arranging, 36, 37 
changing icons, 34 
copying, 35 
deleting, 3t, 35 
desktop (see desktop shortcuts) 
keyboard, 120 
moving, 36 
for Web sites, 34 
Show Desktop button, 31, 32 
ShowSounds, 147 
shutting down (Professional), 13 
signatures, 196 
signing in and out of MSN 
Explorer, 221, 22 
Simple Mail Transfer Protocol 
(SMTP), 197 
size 
fonts (see fonts) 
icons (see icons) 
sorting files by, 106 


sizing 
Quick Launch toolbar, 35 
taskbar, 28 
windows, 20 
Skin Chooser for Windows Media 
Player, 227, 233 
skin mode of Windows Media 
Player, 226 
smiley faces. See emoticons 
smoothing font edges. 136 
softlifting, 6 
software, 61 
updates, 249 
software piracy, 6, 84 
software programs. See programs 
Solitaire, 219 
solving problems, 249 
songs, adding to playlists, 239 
sorting files, by size, 106 
Sound Hardware Test Wizard, 66 
Sonnd Sentry, 147 
sounds, setting to flash 
screen, 147 
speaker jacks, locating, 64 
speakers, 63 
installing, 63, 04 
facks, locating, 64 
testing, OT 
speech recognition, 148 
aceumey of, 148 
dictation with, 152 
installing, 148. 149 
profiles, creating, 148 
removing, 153 
training, 151 
speech tools, 146 
speed 
of Virtual Private Network 
connections, 171 
of voice in text-to-speech 
tools, 155 
Spider Solitaire, 219 
Stand by mode, 15 
Start button, 20 
Start menn, 3, 20 
Classic. 21 
customizing, 22 
most frequently used programs 
ony 2 2E 
pinning programs to, 21, 26 
starting 
accessibility tools before logging 
on, 146 
Windows Movie Maker, 228 
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Stationery Setup Wizard, 208, 209 
stationery themes, 208 
adding to messages, 212 
creating, 208 
Sticky Keys, 147 
storage devices, 79 
displaying installed, 82 
installing, 79 
internal, 78 
storing credit card information, 
in Passport, 178 
strong passwords, creating, 183 
surfing the Web, 220 
switch boxes, 80 
switching 
among open windows, 30 
among users, 3 
desktop backgrounds, 130 
to Details view, 105 
to Icons view, 104 
to List view, 105 
themes, 128 
to Thumbnails view, 103 
user accounts, 57 
synchronizing 
Outlook Express, 201 
Outlook Express folders, 198 
system date, 139 
displaying, 140 
displaying as ScreenTip, 139 
setting, 139, 140 
system folders, 91 
System Restore, 4 
System Restore Wizard, 279 
system time, 28, 139 
hiding, 139 
setting, 139, 140 


T 


tape drives, 79 

taskbar, 18, 27 
adding Address toolbar to, 108 
buttons, 20, 27 
docking, 28 
locking/unlocking, 28, 35, 108 
notification area, 28 
sizing, 28 
toolbars, 29, 30 
unlocking, 108 


Tasks view, 93 
switching to Folders view, 97 
templates, folder, viewing list 
of, 112 
test pages, printer, 73 
testing 
microphones, 66, 150 
speakers, 67 
text, inputting, without 
keyboard, 147 
text documents, creating, 115 
text-editing programs, 115 
text-to-speech tools, 146, 153 
adjusting voice, 153 
previewing voice, 154 
voice, adjusting speed of, 155 
themes, 127 
changing, 128 
previewing, 129 
stationery (see stationery themes) 
Windows Classic, applying, 129 
Thumbnails view, 101 
switching to, 103 
Tiles view, 101 
time. See system time 
time servers 
and firewalls, 139 
problems connecting to, 139 
setting system date and time 
with, 139 
setting up, 141 
time zone, setting, 139 
title bars, 20 
ToggleKeys, 147 
toolbar buttons. See buttons 
toolbars, 96 
taskbar, 29 
taskbar, displaying, 30 
training 
speech recognition, 151 
Trojan horses, 7 
trouhlcshootcrs, 4 
TRUSTe Privacy Prograin, 225 
TTS. See tcxt-to-spcech tools 
turning off, 14 
emoticons, in Windows 
Messenger, 195 
Remote Desktop, 163 
turning on Remote Desktop, 162 
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unlocking the taskbar, 108 
Unpin from Start menu 
command, 27 
Unused Desktop Shortcuts 
foldcr, 37 
Up button, 100 
updating 
operating system/hardware/ 
software, 249 
Windows Update, 4 
upgrading operating systems, 2 
USB ports, 79 
user accounts, 5, 9, 41, 46 
changing group, 50 
creating, 47, 54 
customizing, 55 
deleting, 52, 57 
names, 5, 9, 53 
passwords, 5, 9 
pictures, 9, 53 
switching, 57 
user interface, 2, 17, 127 
altering specific elements, 136 
themes (see themes) 
uscr profiles, 5, 9 
Users group, 46 
Utility Manager, 146 
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vCards, 196 
video cameras. See camcras 
video conferencing, 4 
viewing 
digital photos, 241 
file and folder information, 107 
files, 101 
folders, 101 
Views button, 103 
Virtual Private Nctwork 
connections, 170 
adding shortcuts to desktop, 174 
creating, 171 
speed of, 171 
virus protection, 4 
visual disabilities, scttings for, 146 
visualization, Windows Media 
Player, changing, 230 
voice in text-to-specch tools, 153 
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fi index 


voice recognition. See speech 
recognition 

Voice Training Wizard, 151 

volumes, 259 

VPN connections. See Virtual 
Private Network connec- 
tions 


W 


Wallet, 177 
Web pages, adding to 
Favorites, 247 
Web Publishing Wizard, 3, 243 
Web sites, shortcuts for, 34 
Web surfing, 220 
wildcard characters, 124 
windows, 19 
closing, 20 
closing grouped, 28, 31 
maximizing, 20, 123 
minimizing, 20 
moving, 30 
restoring, 20 
sizing, 20 
switching among open, 30 
Windows 2000, 1, 2 
Windows 95, 5 
Windows 98, 2 
Windows components, 
installing, 87 
Windows Explorer, 93, 96 
desktop shortcut for, 95 
Folders view, 93, 97 
switching between Folders and 
Tasks views, 97 
Tasks view, 93 
views in, 101 
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Windows Installer, 4 
Windows Media Player, 226 
display, 229 
full mode vs. skin mode, 226 
Media Guide, 227 
Media Guide, opening, 230 
Media Library, 227 
menu bar, auto hiding, 229 
opening, 228 
personalizing, 233 
playlists, 226 
playlists, adding songs to, 239 
playlists, creating, 238 
playlists, displaying, 229 
Radio Tuner, 227 
Radio Tuner, featured 
stations, 231 
Radio Tuner, opening, 231, 232 
Skin Chooser, 227 
skin mode, vs. full mode, 226 
skin mode, vs. skins, 233 
skins, changing, 233 
visualization, 226 
visualization, changing, 230 
Windows Messenger, 183 
Away status, customizing, 184 
buddies, 183 
chatting with contacts, 192 
Contact list, 183 
Contact list, adding to, 187, 188 
Contact list, deleting from, 191 
contacts, adding, 188 
conversation window, 195 
conversations, exiting, 195 
customizing messages, 184 
default message font, 
changing, 186 
deleting contacts, 191 


display name, setting 
personal, 186 
display names, 183 
emoticons, turning off, 195 
exiting, 191 
finding Contacts, 187 
instant messages, 191 
instant messages, sending, 192 
message font, changing 
default, 186 
messages, changing fonts, 184 
restricting others from viewing 
online status, 184 
taskbar icon, 187 
Windows Millennium Edition 
(Me), 1, 2 
Windows Movie Maker, 228 
Windows NT Workstation, 2 
Windows Product Activation, 6 
Windows Update, 4, 249 
Windows XP 
Home Edition, 1 
Professional, 1 
user interface (see user interface) 
wizards, 32 
WordPad, 115 
working offline, 11 
Write Anywhere, 147 
Writing Pad, 147 
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Zip disk drives, 79 
zipped folders, 113 
sending files to, 117 
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New Features in Windows XP 


Assistance from a friend or colleague 


Personalized for each user Redesigned help 


Č Heip and Support Center 
° Windows  Profentenet 
My Documents. 
My Recent Pacuments > 
My Pictures: 


My Music Invke someone you trust to help you. Using an Internet 
connection, anyone running Windows XP can chat wth you, wew 
My Computer your screan, and with your permission, work on your computer 


=- My Network Places J 
Most frequently —— ATA 
used programs 2 
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Boat Guy Cats 
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Grouped taskbar Special purpose folders 
buttons 


General Keyboard Shortcuts 


Select all items in a folder 

Copy selected item o 

Display the Start menu 

Paste the most recently cut or copied item 
Cut the selected item 
Undo the last action 
Delete the selected item 
Cancel the current task 
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Open the Help and Support Center 
Rename the selected item 


Search for a file or a folder 
Display the Address bar in My Computer or Windows Explorer 
Refresh the active window 


Cycle through screen elements in a window or on the desktop i 


Activate the menu bar in the active program 
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Dialog Box Keyboard Shortcuts 
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Move backward through tabs 
Move forward through tabs 
Carry out the command for the active option or button 
Open the Help and Support Center 
Display the items in the active list 
Move backward through options 


Move forward through options 


Accessibility Keyboard Shortcuts 
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Left («J+left (er J+(E3 J Switch MouseKeys on and off 
Pe ee ee 


Left (aJ+left [sre J+ [ee] Switch High Contrast on and off 
Snes pot rel ic ara on 

for five seconds Switch ToggleKeys on and off 
Right [=] for eight seconds Switch FilterKeys on and off 


[sn] five times Switch StickyKeys on and off 
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Windows Explorer Shortcuts 


Display the bottom of active window 


Display the top of active window 


Collapse current selection if it's expanded, 
or select parent folder 


(@=]+[] on numeric keypad Display all subfolders under selected folder 


(tz +f] on numeric keypad Collapse the selected folder 


(m= ]+[-] on numeric keypad Display contents of selected folder 


Display current selection if it's collapsed, or 
select first subfolder 
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Getting 
Started -> 
~ a Step-by-step 
z - lessons in 
The smart way to learn Microsoft® Windows’ XP- - FULL COLOR! 
one step at a time! 
Worki 
Wi A Experience learning made easy—and quickly teach yourself how to 
get more from your PC with the Windows XP operating system. With STEP 
BY STEP, you can take just the lessons you need or work from cover to 
cover. Either way, you drive the instruction—building and practicing the 
skills you need, just when you need them! 
Computer i 
Sac Personalize the way your PC looks and ` Manage files and folders to simplify 
works your work 
Easily add or remove programs, and Share your computer—but keep 
hook up printers and other devices personal settings and files secure 
Set up your Internet connection, Listen to Internet radio, create a digital 


media library, and play games 


Fix common problems and get help 
on the spot 


e-mail, and instant messaging 


Follow the easy numbered steps 
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Screen images help you check 


Personalizing 
your work 


Windows XP 


Tips provide helpful hints 


Practice your skills using the 


Making 
files on CD-ROM 


Connections 


Get out of a jam with troubleshooting 

i help 

Communi- 
cating 


Online ie 
he, [a - 


For System Requirements, see the section 
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